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Introduction 1

Polycom WebOffice is a web-based, real-time conference and
collaboration software tool that enables the users to start and attend
meetings, share files, instant message other users, or create audio and
video conferences.

Since Polycom WebOffice application is web-based, the clients of your
Polycom WebOffice server can be connected to the system, through the
company LAN or the Internet, and use any of the features of the system,
from any place around the world. Polycom WebOffice is available to
clients at any time of the day, as long as the server is properly connected
to the network and operational, providing instant opportunities to
collaborate with colleagues.

To ensure the security of the system, Polycom WebOffice has Security
options, which include document encryption and password protected
meetings, and can be configured by the meeting owner. For added
security, Polycom WebOffice administrator can deny web office creation
via the Internet and require all registrations to be key-protected.

Any client of Polycom WebOffice server can, at any time, initiate a
meeting and choose which guests to invite to participate. As the Owner of
the meeting, the client can perform the following:

*  Choose who may or may not attend the meeting

*  Password-protect meetings

*  Expel meeting participants

*  Share documents between participants, and set encryption options

*  Monitor participants activity during the meeting, i.e. whether the
client is attentive or whether the client is working in another program
window

*  Use the Voting feature to gauge the opinion of participants on any
question presented to the group

e Initiate an audio or video conference

A Polycom WebOffice user may access the Polycom WebOffice server by
either starting the Polycom WebOJffice client application or by typing the
address to the server into a web browser address line. Once in the Lobby
of the server, the user can perform any of the following:

*  Search for a particular Polycom WebOffice

* Initiate an Instant Message
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¢ Leave a message for the WebOffice owner

e Leave a business card

¢ Take the owners business card

¢ Join a meeting started by the WebOffice owner
¢ Drop off files for the WebOffice owner

This manual will present all of the features available to the WebOffice
user and step-by-step instructions to perform the common tasks.

Polycom WebOffice

Polycom WebOffice is your personal area on the Polycom WebOffice
server. From this point you may initiate meetings, chat with colleagues,
share documents, etc. Guests may also visit your WebOffice, simply by
typing your office address into a web browser, to send an instant message,
leave a business card, leave a message, share documents, or request a
meeting.

Your WebOffice lets your customers, colleagues and business partners see
your availability.

Polycom WebOffice Manager

The Polycom WebOffice Manager is a client application running on your
computer that enables you to manage your WebOffice by configuring
preferences, your profile data, and your online status.

The Polycom WebOffice Manager enables you to use all of the Polycom
WebOffice features. The Polycom WebOffice Manager is available to
those users who have a WebOffice on the server.

Polycom WebOffice Meeting Manager

Polycom WebOffice Meeting Manager is a separate application that is
integrated into your Polycom WebOffice Manager. The Meeting Manager
specifically manages the functionality that enables you to connect to and
participate in meetings, share documents, collaborate and share desktops.

While connected to a meeting, the Meeting Manager provides meeting
control features and participant status reports.
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Using Polycom WebOffice

A WebOffice owner can log into his/her WebOffice through an icon
located on the desktop. Once logged in, the Polycom WebOffice Manager
opens and the owner can perform any of the functions available.

Starting a meeting, inviting participants, checking other WebOffice
owner’s status, or sending an Instant Message is easily performed through
a click of the mouse on the appropriate button. The entire functionality of
the WebOffice is literally at your fingertips.
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Getting Started 2

To begin using your WebOffice, you must have a WebOffice set up for
you by your system administrator. After connecting to your Polycom
WebOffice, both through the client application or by using a web browser,
log in and configure the Polycom WebOffice to your preferences.

The following sections will guide you in the tasks of getting started as
well as accessing and using your WebOffice:

*  Accessing your WebOffice
*  Downloading the WebOffice Client application
e Configuring your WebOffice

Accessing your WebOffice

Using a Web Browser

The first time you visit your WebOffice from your computer, or any time
you use a different computer, you must log in through the WebOffice
URL using a web browser.

The URL of your WebOffice follows the syntax:

www.<WebOlffice domain>.com/<your e-mail address>, e.g.
www.polycomweboffice.com/john.smith@polycom.com.

Check with the WebOffice administrator for the correct URL.

Note:
¢ Be sure the computer you are using has access to the LAN or
Internet in order to log in to the WebOffice server,

* If attempting to access the WebOffice server over the Internet,
be sure that the WebOffice administrator has enabled access
from outside of the server LAN.

1. Enter your WebOffice URL in the address field of the web browser.
You will see your name and availability displayed.
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2. Click the OWNER LOG IN option

‘ OWNER LOG IN GET HELP BUILD AN OFFICE FIND AN OFFICE _ Gq

3. Type in your password and click the Log In button.

LOG IN [7]

Please enter your YwebOffice password.

WebOffice i olycom.meetu.cam
| Password |

Forgot your passward? Click here

(| G

o "

A connection window will open and the Polycom WebOffice Manager
will download and start automatically. The Polycom WebOffice Manager
icon will appear in your system tray. You are ready to begin work.

ﬁ: ebOffice Manager - Yoa. ..
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Testing System Compatibility

Browser Test

Polycom WebOffice requires a certain level of security settings in the
browser to operate effectively. Rather than ask the user to manually
configure the browser settings, Polycom WebOffice provides a utility that
automatic tests the browser is use and instructs the user what to do ifa
problem has been found.

This test will check the browser cookies, Java and scripting settings. In
typical configurations, these browse settings are already enabled
correctly.

This test will run a thorough check for all the settings needed for
WebOffice to operate smoothly. You can initiate a full browser test using
the following instructions:

1. Click the Check Mark icon in the Polycom WebOffice menu bar.

POLYCOM
Web Office

3% PoLYCOM®
O\
FIND AN OFFICE _@

OWMNER LOG IN

GET HELP BUILD AN OFFICE

Your Virtual Office on the Web!

Find An Office Log In

WebOffice has reserved a place for you on the Web. WebOffice is a way for you to
take business communication and collaboration technology to the next level: Real
Time

Use integrated Instant Messaging, Application Sharing, and Web Conferencing to
reduce travel and accelerate your closure cycle. Go ahead and build an office!
Your WebOffice includes:

Your own two-way, live interactive presence on the Web

View and mark-up your own or your customer's documents via the Web
A unigue, easy-to-remember, Web presence

Prepare any document that can be printed for interaction over the Web
IManage your online accessibility via office and Instant Messaging
capabilities
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The test will start. The Test Page window opens at the end of the test.

3 Browser Settings Detection - Microsoft Internet Explorer -0l x|

POLYCOM =
Web Office

3% POLYCOM

Browser Security & Environment Compatibility Test

Browser version

Java

Active Scripting

Cookies

ActiveX It

restart test

Your system is properly configured to use WebOffice

Puivacy Folicy Tems of Use (o) 2001 Folycom, Inc. All Rights Reserred.

-
4l | 3

The summary of all tests results indicate the compatibility of your
browser and its settings. If one of the settings is not configured correctly,
its check box remains cleared and an explanation of the problem is
displayed at the bottom of the window.

The following screen is an example of an incorrectly configured browser
setting.

3 Browser Settings Detection - Microsoft Internet Explorer

POLYCOM
Web Office

S% POLYCOM’

Browser Security & Environment Compatibility Test

Browser version
Java

[ Acfive Scripting
[1 Cookies

[ ActiveX

restart test

i~

‘Active Scripting Test Failed

/| Active Scripting must be enabled in order to use WehOffice. Please refe
the following steps in order to enalle Active Scripting on your browser

Mote: Qrders pelow refer to IES.S

Click on the TOOLS menu
. Click on INTERMET OFTIONS
. Click on the SECURITY tab
. Click on the DEFAULT LEVEL buttan. This will Set your security level
to MEDIUM
Click the APPLY button. Then click Ok
6. Run this test again using the Restart Test push button above

£ooh) —

/
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4. Follow the directions presented in the window to fix the browser
compatibility issues.

2. Click Restart Test to re-test the browser.

Manually Downloading the Polycom WebOffice Client

If the client could not be downloaded and installed, it may be because of
your browser’s security settings. The Download Client Software window
opens displaying options to download the Polycom WebOffice client

application. You can manually download the client application or receive

it by e-mail.
Downloading the Installation File

1. Inthe Download Client Software window, click the Download
WebOffice Client Software hyperlink.

Warning:
Due to your browser's security setings you are unable to
automatically download and run the \WebOffice software.

To proceed please click on the chaoices offered below:

Some online web pages are also unavailable for you in your browser's
current security settings.

Additional infarmation can be found at the Browser Security

2. Click the appropriate here hyperlink to select the file type and to start
the download process.

Download WebOffice Client Software
Please proceed as follows:
1. Download WebOffice Client Software

Select one of the below opfions to initiate the "Full WebOffice Client

Software" download to your PC. If you are a WebOffice owner please
download the-=Eull" set.

+ P{ess here for)an EXE installation file.

Do a (= fully featured WebOffice client software set as a
single [EXE file (3.622.49 KB).

+ Pfess here fola ZIP installation package.
Ddwnloads the/fully featured WebOffice client software set as a

single"ZIP installation package (3,517.92 KB).

Select one of the below options to initiate the "Minimal WebOffice Client
Software" download to your PC. If you are a guest, downloading the
"Minimal" setwill enable you to jein the WebOffice meeting faster.

+ P(ess here forjan EXE installation file.
Dowaloads the minimal featured WebOffice client software set
as a single .EXE file (1,899 66 KB).

. P = ZIP installation package.
Dodwalpads ihe’ minimal featured WebOffice client software set

as a single .ZIP installation package (1,795.34 KB).
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Once Installation File is downloaded

If a program file is downloaded (e.g. SAClientFull.exe):

1. Locate the downloaded file and double-click its icon to start the
installation.

5. Follow the instructions in the Installation section of this manual.

If a ZIP file is downloaded (e.g. SAClientFull.zip):

1. Locate the downloaded file and double-click its icon to uncompress
the zip file.
During the decompression process, a program file will be extracted
and saved to the same directory as the zip file.

6. Double-click its icon to start the installation.

7. Follow the instructions in the Installation section of this manual.

Receiving the Installation File via E-mail

1. Inthe Download Client Software window, click the Get the
WebOffice Client Software by E-mail hyperlink.

DOWNLOAD CLIENT SOFTWARE

Warning:
Due to your browser's security settings you are unable ta
autornatically download and run the WebOffice software.

To proceed please click on the choices offered below:

« Downlo
+ Get the WebOffice Client Software by E-Mail>

Some online weh pages are also unavailable for you in your browser's
current security settings.

Additional information can be found at the Browser Security.

In the Software drop-down list, select the file type.
3. In the e-mail field, Enter your e-mail address

Get the WebOffice Client Software by E-Mail

1. Email

Fillin th -
Software Full WebOffice Client Software (_ZIP file)

Mail
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Once the Installation File is Received by E-mail
If a program file is downloaded (e.g. SAClientFull.exe):

1. Locate the downloaded file and double-click on the icon to start the
installation

8. Follow the instructions in the Installation section of this manual

If a ZIP file is downloaded (e.g. SAClientFull.zip):

1. Locate the downloaded file and double-click on the icon to
uncompress the zip file.
During the decompression process, a program file will be extracted
and saved to the same directory as the zip file.
Double-click on the icon to start the installation.

3. Follow the instructions in the Installation section of this manual.

Using Polycom WebOffice Client

1. Click the Polycom WebOffice client icon &
start the WebOffice Manager.
Alternatively, click Start— Polycom WebOffice— WebOffice
Manager.

The WebOffice Manager window opens.

# on your desktop to

2. Enter your WebOffice name and password in the appropriate fields.

il

OFFICE OWNER LOGIN

WebOffice Name |

Password |

[T Save pazsword

3. Select the Save Password check box to bypass the login process
during subsequent logins to the WebOffice Manager.

4. Click Login to continue, or Cancel to cancel the login process.

10
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Notes:

Internet Explorer must be enabled for ActiveX & JavaScript
downloads.

To configure the browser, access Tools— Internet—
Security— Internet tab. It is recommended that you select
Medium security, or you may set the settings manually.

Enable Active X and Java Applets. To configure this feature:

*  Open Internet Explorer and click on Tools, and select
Internet Options— Next.

e  Click the tab labeled Security and then click Custom
Level.

e Click Enable for all of the ActiveX controls (a total of 5).
Scroll through the list and click the Enable option to
enable the Scripting of Java applets.

As an alternative, you may also list this site as a “trusted site”
in the security tab.

If you are connected through a firewall (most corporate LAN’s
use one), the firewall MUST be configured to allow HTTP
(port 80) and ActiveX downloads.

Contact your IT Manager if the software fails to download.

Polycom WebOffice User’s Manual
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Creating a New WebOffice

Now that you have logged into the WebOffice server using your personal
URL and password, you are ready to build your personal WebOffice.
During WebOffice configuration, you are required to enter your details
and to accept the WebOffice Client software agreement.

You may manage your preferences and personal profile from the
WebOffice once created. Refer to Chapter 3 for more information on
using and maintaining your WebOffice.

Create a new WebOffice using the following steps:

1. Ifyou have not already done so, open your web browser and enter the
home address of the WebOffice URL.

%EICHESS webafficedemao. com -

2. Click the BUILD AN OFFICE option

OWNER LOG IN GET HELP BUILD AN OFFICE FIND AN OFFICE _ .56,

—

The Build an Office window opens.
3. Complete the information requested on the registration form.

Carefully read the conditions of use and select the I agree with the
conditions below check box.

5. Click the Submit button.

12
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BUILD AN OFFICE 7]

Get Your Own WebOffica!

Please take & moment to fill in the registration form below.
Be sure to read our Privaey Pelicy for further information on how the details you
provide us with may be used.

E-Mail | B
Wour direct access address will have the form -
http:#172.22.153 .28 auremail

First Mame | @
Last Name | *
Joh Title | *
Campany | @
Company URL | @
Phane | "
Country | Unitad States =l
Passward | @
Confirm | @

*Indicates a required field

I | agree with the conditions below >

| understand the use of this application is my only responsibility. Polycom will
nat be liable for any damages resulting from the wse of this application.

e >

When the WebOffice is created, the Lobby window opens. In addition, a
confirmation e-mail message with your WebOffice name (address) and
password is sent to you.

.

You can now log into your newly created personal WebOffice.

Your Virtual Office on the Web!

Find An Office( «+’ Logln

WepOffice has reserved a place for yoo on the Web. YWebOffice 15 a way for you to
take business communication and collaboration technology to the next level: Real
Time

Use integrated Instant Messaging, Application Sharing, and Web Conferencing to
reduce travel and accelerate your closure cycle. Go ahead and build an office!
Your yebomice includes:

o YOUr Owh two-way, Iive interactive presence on the Yen

Yiew and mark-up your own or your customer's documents via the Web

A Unigue, easy-to-remember, Yeb presence

Prepare any document that can be printed for interaction owver the Yeh
Manage your onling accessibility via office and Instant Messaging capabilities

Polycom WebOffice User’s Manual 13
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Notes:

If the name that you select for your office is already in use,
WebOffice will suggest alternatives.

After creating your WebOffice, the WebOffice Manager will
automatically install on your computer. At the beginning of
this process, you may be prompted to grant the browser a right
to install the software. Please make sure you choose accept,
otherwise the setup will fail.

If you are using a short URL addressing format, your
WebOffice name will be in form of http://johnd.company.com.
If you are using a long URL addressing format, your
WebOffice name will be in the syntax of
http.:.//www.company.com/youremailaddress@yourcompany.
com

14
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The WebOffice 3

Your WebOffice is your personal location on the WebOffice server where
colleagues and business contacts can visit and instantly see your
availability, leave a message or business card, or upload a file. From the
WebOffice, you can initiate meetings, Instant Messages, or share
documents with guests.

When you login to your WebOffice and make your status available, you
will be notified when a guest arrives at your WebOffice. You can send
your guest an Instant Message, invite them to a meeting, or ignore the
visitor.

Finding a WebOffice

The WebOffice client contains a feature to search for other WebOffices on
your network without knowing the user’s URL. The Find an Office
feature is accessible from the WebOffice Manager menu bar.

To search for a WebOffice:

1. Enter the partial WebOffice address or owner’s name in the blank
field next to Find an Office.

2. Click GO to start the search.

OWNER LOG IN GET HELP BUILD AN OFFICE FIND AN OFFIcE sl .Gq
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All WebOffices that match the search criteria will be returned in the
Find an Office Results window. The window will show the
WebOffice name, the owner’s name and company, and the
WebOffice’s availability.

FIND AN OFFICE RESULTS El

Fesults fram 1 to & for "John"

D=available \

i (n}
%. f Company
www.polycomweboffice.com/’

2 Clift.John@Polycom.com Cliff Jahn

. ffice.com/’
DJohnsen@sb.polycom.combDouglas

www.polycomweboffice.com’
John.Jamgechian@polycom.com

www.polycomweboffice.com/
Johnh.Kowalohek@Polycom.com

www.polycomweboffice.com/
John.Lisien@Polycom.com

previous 5 next 5

Oglas Johnson

-] John Jamgocian

L] John Kowalonek

John Lisien

New Search: |

search clear close

3. Click on the desired WebOffice link to visit the office.
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Visiting a WebOffice

When you arrive as a guest to the desired WebOffice, the screen you see
is dependent on whether the WebOffice owner is logged in and whether
he/she is available.

The WebOffice home screen has three sections:

e Owner’s Business Card
e  WebOffice Greeting and Owner Status
e Available Actions

In the event that the owner has not logged in, the following window is

displayed.
BUSINESS CARD OFFICE GREETING
John Pirts WWelcorme to John Pidst ehOffice.
QA Engineer
Polycom John is curr&ntly unavailable.
wWww.polycom.com
John Pirts@paolycorm o Would yau like o
om
17706414410 « Leave aMessage?

Leave a Message
Take Owner's Card
Leave Your Card
Drop Off Files

In the event that the owner is logged in, the following options become
available in the Office Greeting pane and in the Actions pane:

John Pirts Welcome to John Pirts's WebOffice.

QA Engineer

Folycom Johin is currently in @ meeting but available for
www.polycom.com MESSAYES.

John. Pifts@pokycom.c

arm Wyauld

17706414410

e Join the Meeting?
« Send an Instant Message?

o Leave a Message?

Chat With Owner
Join a Meeting
Leave a Message
Take Owner's Card
Leave Your Card
Drop Off Files

/ L J

The following sections present and describe the options available in the
WebOffice window.

Polycom WebOffice User’s Manual 17



The WebOffice

Joining a Meeting

To join an ongoing WebOffice meeting:

1. Inthe WebOffice Actions or Office Greeting panes, click the Join a
Meeting option.

« Joih the Meeting?

+ Leave a Message?

age
Take Owner's Card
Leave Your Card
Drop Off Files

The Office Greeting pane displays an identification field.

2. Inthe Office Greeting pane, in the Your Name field, enter your name
and click the Join Meeting button..

John Pirts ||

QA Engineer

Folycom < vour Name | @
www.polycom.com

John Pinsi@pokycom.c

o
17706414410

Chat With Owner
Join a Meeting
Leave a Message
Take Owner's Card
Leave Your Card
Drop Off Files

Note:
If the meeting is password-protected, the meeting owner must convey the
password to you.
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Leaving a Message for the WebOffice Owner

A Guest may leave a message to the WebOffice owner. The message is
written in an e-mail format, delivered separately to the Owner.

1. Select the Leave a Message option.

ACTIONS

{ Leave a Message
Take ar
Leave Your Card

Drop Off Files

The Leave a Message window opens.

2. Enter your name, e-mail address and message to the WebOffice
meeting owner in the appropriate fields.

A red star indicates mandatory fields.

LEAVE A MESSAGE
Your Name | *
Email | *
Message =]
=

3. Click the Leave Message button to send the message.

Polycom WebOffice User’s Manual 19
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Sending an Instant Message Request to the Office Owner

The WebOffice lobby indicates the owner’s availability to guests. If the

owner is available, guests can request a Chat (Instant Message) session
with him/her.

To initiate a chat request from the WebOffice lobby:
1. Select the Chat With Owner option in the Actions pane of the lobby.

q Chat With Owner

Leave a Message
Take Owner's Card
Leave Your Card
Drop Off Files

The Instant Message window opens and you are be prompted to enter
specific information before the chat request is sent to the Owner.
Only the Name field is mandatory.

/4§ Instant Message: - Microsoft Inte o ] [

From Dinesh Lokhande Office
The system will try to locate Dinesh Lokhande

Chat Request:

Your Name | *
Compary |
Message | =]
[ -]
[request chat ] (clear) (close)

2. Enter your name, company name and your message in the appropriate
fields.

3. Click the Request Chat button.
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Retrieving the WebOffice Owner’s Business Card

Guests who visit a WebOffice can retrieve the Owner business card. The
information included in the business card is sent to the WebOffice guest
as an e-mail message.

To request the Owner’s business card:

1. Click on the Take Owner’s Card option in the Actions pane.

ACTIONS

< Take Owner's Card
LE. -

Drop Off Files

The Take Owner’s Card window opens.
2. Enter your e-mail address.
3. Click the Get Card button.

TAKE OWNER'S‘CARD

Enter the email address where you would ke to

e > @ @
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Leaving a Business Card for the WebOffice Owner

Guests can leave their business card for the Owner. The guests are
requested to enter their business information, which is sent to the Owner
via e-mail.

1. Inthe Actions pane, click the Leave Your Card option.

ACTIONS

Leave a Message

[ Leave Your Card D
Drop 1[5

N 7

The Leave your Card window opens.

2. Enter your business information.
Only the First Name, Last Name, and Email fields are mandatory.

LEAVE YOUR CARD

Load Card | Browse... |

First Mame | * Title |

Last Name | *

Company |

Phone |

Fax |

Ernzail

LIFL

*Indicates a required field

3. Click the Leave Card button.
The guest’s business information is sent to the WebOffice Owner by
e-mail.

22 Polycom WebOffice User’s Manual



The WebOffice

Sending a File to the WebOffice Owner

Guests can send a file to the WebOffice Owner. The files are sent as an e-
mail attachment.

To send a file to a WebOffice owner:
1. Click the Drop Off Files option in the Actions pane.

ACTIONS

Leave a Message
Take Owner's Card

(| Drop Off Files

b .

The Drop Off Files window opens.
2. Enter your e-mail address in the appropriate field.

3. Enter the path and name of the file to transfer, or click the Browse
button to select the file from a list.

DROP OFF FILES

et your email address:

2. Click the Browse button to select the file that you
want to dro £ the path into the box below.

3. Click the Confirm button. Repeat steps 1 and 2
to select additional files. To remove a file from the
list, select it and click Remove.

—Files confi —

4. Click the Drop off button to finish.

\ .

4. Click the Confirm button to add the file to the list of files to transfer.

5. Repeat steps 2 to 4 to add additional files to the list of files to be
transferred to the owner.

6. Click the Drop Off button to send the files to the Owner.
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Polycom WebOffice Manager is used to manage and monitor your
WebOffice activity. The Manager is installed and it runs automatically the
first time you log into your WebOffice. Your WebOffice is accessed by
clicking the WebOffice Manager icon on the desktop.

The Polycom WebOffice Manager window includes the following panes:

*  Toolbar pane - the top pane that contains preference and profile data
options

*  Status Pane - the left pane that contains information on current
visitors and WebOffice status.

*  Buddy list pane - the right pane that provides the list of the owner’s
friends. It includes their individual addresses and statuses.

Toolbar pane

E:%Wehl]fﬁce Manager - John Pirts o ] oA |
WebServer/Your Name@YourCompany.com
W Preferences - Profile Data = Help show whi is: ﬂ Available
=Ltk Statuz Address
* fvailable [¥ Or start up set o available
Mot dvailable
CURRENT VISITORS
Name | URL | Time |
Guest 2 http: /v polpcamw.. 07:12:47
Send
Meassage
[Ready
Status pane Buddy List pane
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The toolbar pane provides the WebOffice owner with the following
information and options:

* Displays the WebOffice Name

e  Preferences editing

*  Editing of the owner’s personal profile and Business Card
¢ Access to Help topics

*  Show/Hide the Buddy List pane

Efga\'o'ehl]fﬁce Managet - John Pirts P ] 5
WebServer/Your Name@YourCompany.com %

fo- Preferences B Profile Data B+ Help =

STATUS

The Status pane displays your status (Available/Unavailable/Both), and
the list of currently logged guests. It also provides options to start a new
meeting (WebOffice, Video or audio), to access the WebCommander
application or send a message to any visitor in your WebOffice. You can
modify your status by selecting the appropriate check box.

Efa\'n'ehl]fﬁce Manager - John Pirts

WebServer/Your Name@YourCompany.com

[ Preferences B Profile Data B Help v |
STATUS N
* fevailable [ On start up set bo available

" Not Available

Start Fhone Video _ Web
Meeting Link Link Commander

CURRENT VISITORS
Mame | URL | Time |
Guest 2 hittp: /v polpcome.. 07:12:41
— [4]
[Ready
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The following options are available in the Status pane:

Available — Notifies guests that you are available for chat.

Not Available — Notifies guests that you do not want to be disturbed
while working at the office.

On Start up set to Available — When checked, your status will
default to Available when WebOffice is started up.

Start meeting — Initiate a meeting session by clicking on the button.

Current visitors that are visiting your office will be seen in real-time
in this window. If the guest is also a WebOffice owner, their name
will appear in the window. All other visitors appear as guest.

Phone Link — Create a phone link for an audio conference.
Video Link — Create a video link for a video conference.
Web Commander — Open the WebCommander application.

Send Message — Send an instant messaging/request for chat with
your visitors or available buddy.

Note:

The buttons Phone link, Video link, and WebCommander will only be
visible on the left pane if WebCommander has been installed on the same
computer as WebOffice.
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Managing your WebOffice Preferences

The Preferences menu allows the WebOffice owner to configure your
office settings:

¢ Change the method of notification when a new guest arrives at your
office.

* Choose whether you want your office listed in the Meeting directory.
¢ Change your office password.

¢ Change the Instant Message Greeting for guests.

To modify your preferences use the following instructions:

1. In the toolbar pane, click the Preferences option.

B Profile Data = Help show who iz [l Available

=

WebOffice Preferences ﬂ

PREFERENCES

When a guest arrives at your Web Ofice
prowide:

Audio file: I J [ Audio natification

wiould you li ke your office to be listed in the directory?
& Yes " Ma

— Change paszword
Current

In=start Message

Hello. Would you like to send an Instant Meszsage to the office ;I
owiner to see if the owner is available o chat?
[ |

2. Define the following options, and then click OK.

* Audio file — Browse for an audio file that WebOffice will play when
a guest arrives at your office.

* Audio netification — Enables audio notification when guests arrive.

Polycom WebOffice User’s Manual 27



Using Your WebOffice Manager

*  Pop-up notification — Enables a window that opens when a guest
arrives in your office.

* Directory listing — Enable/disable your office listing in the directory.
*  Change Password — Change your current WebOffice password.

e Instant Message — Provide an Instant Message greeting to a guest
when they visit your WebOffice.

Managing your WebOffice Profile

You can modify Your Profile information. This information is available
to visitors to your WebOffice and to your colleagues. Opening the Profile
Data window enables you to modify the following information:

*  Your personal information that can be viewed by the WebOffice
guests.

*  Your contact information, including address, e-mail, phone number,
and fax number.

To modify your profile use the following instructions:

1. Click the Profile Data option in WebOffice Manager:

f- Profile Data | Help show who iz [ dvaisble [

2.  Modify your personal information and click OK.

S Profile Data x|
PROFILE INFORMATION
First Hame L=ast Hame
Im |Lichter
Company Company Web Site
IF'DI_I,Jcom IF'DI_I,Jcom.com
Job Title: E-hiail
|Dir. Praduct M arketing |5Joav. lichter@polycom.co
Address
City State Zip
Couritry
Fhone Fax
[1.770-641-4489
Industry
| [ |
Heorw weould wou define the primary use you intend to make of your personal Web Office?
% Business meetings  © Home office Pe%
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Buddy List

show who iz [0 Available

M ame

Status T

The right pane of the WebOffice Manager window lists the friends you
have added to your Buddy List. For each buddy listed, the individual
status and address is displayed. You can select how to show the buddies,
to send a message to a buddy, or to manage your list by adding or deleting
a buddy.

You can choose to show only those buddies that are available or
unavailable, or both, by selecting the appropriate check box at the top of
the pane.

v

&ddre

Dinesh Lakhande  Available

drar newvo
erez avraham
Gl *redln
Helen Scott
lzrael Dror

Jazon Wwillamsz

julian howard
K.ent Jones
Ktk Topitz

b aw Fudim
Crner &dler
Crrer Aadler
Ormer Adler
Phil k.eenan
qq

oA darda

navailable
navailable
rawailable
navailable
navailable
ravwailable
ravwailable
navailable
navailable
ravwailable
ravwailable
navailable
navailable
ravwailable
navailable
| v ailable

*]

lakha
drarm

EIEZd
guilii
Hele
idrari
Jazon
jhioa
K.ent
kirk.t

fudim
omert__|
armers

amer:
phil k

ElEZ. ¢
rnﬁi‘
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Adding a Buddy

To add a buddy to the list, you can either enter another user’s WebOffice
address, or search for it in the Add Buddies window that opens after the
option is selected.

1. Click Add Buddy

show wha is: [ Avalable B

M arne Statuz T Addre

Dinesh Lokhande  Aevailable ok b
drar e Unawvailable drarn
erez avraham Unavailable erezd
Guil vedlin Unawvailable Uil
Helen Scott Unawailable Helet
lzrael oo Unavailable idrari]
Jazan Willams Unawvailable Jazar
juliar hovward Unavailable [Fiot 3
K.ent Jones Unawailable K. et
Ktk T opitz Unavailable kirk. b
b & Fudim Unawvailable fuadirn
Omer Adler Unavailable armert__|
Orner Adler Unavailable Qe

Cirner Adler Unavailable QIneEr

Fhil K.eenan Unavailable phil k.

Unavailable er%zl
i I

The Add Buddy window opens.
4 Add Buddies |
ADD BUDDIES

Enter WebOffice URL and press Add Buddy

«0r uge our contact directory

1. Search the directory

B

2. Select from results and press Add Buddies

You can add the WebOffice address of the buddy, or search for your
friend in the Search the Directory field.
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2. Enter the WebOffice of the buddy to add.

3. If you do not know the address of a buddy you wish to add, use the
search feature:

¢ Enter the partial WebOffice address or name of a buddy you wish
to add.

¢ Click Search.

¢ Select the buddies from the search results
4. Click the Add Buddies button.

Deleting a Buddy
You can delete a buddy from your list.

1. In the Buddy list, select the name of the buddy to delete.
2. Click the Delete button.

show wha is: [ Avalable B

M arne Statuz T £ e
Add

Dinesh Lokhande  Aevailable
drar e Unawvailable

Unawvailable
Unawailable

d
Buddy

lzrael oo
Jazan Willams Unawvailable
juliar hovward Unavailable
K.ent Jones Unawailable
Ktk T opitz Unavailable
b & Fudim Unawvailable
Omer Adler Unavailable
Orner Adler Unavailable
Cirner Adler Unavailable
Phil ¥.eenan Unawvailable
Unavailable

Delete
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Sending an Instant Message to a Buddy
You can send an instant message to a buddy whose status is Available.

1. Inthe Buddy list, select the name of the buddy to whom to send an
instant message

2. Click the New Message button.

=

IET—— Ty '
i E' “;lsgﬂ
lokha 2

erez avrahan Unavailable
Guil vedlin Unawvailable
Helen Scatt Unawvailable
|zrael Crrari Unavailable
Jazon Wiliams Unawailable
juliar hovward Unavailable
F.ent Jones Unawvailable
Kirk. T opitz Unavailable
bd & Fudim Unawailable
Crner Adler Unavailable
Ormer Adler Unawvailable
Omer Adler Unavailable
Phil K.eenarn Unavailable

Unavailable

[E instant Message Dinesh Lokha

Message History

Message
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This window remains open throughout the entire Instant messaging
session, displaying the messages sent during the session.

3. To invite the selected buddy to your WebOffice meeting, select the
Invite guest to a meeting to share documents check box.

. In the Message field, enter the message you want to send.
5. Click the Send button.

The message is sent to the Buddy. If you have selected to invite the
guest to your meeting, link to your WebOffice meeting is added to the
message. When the guest clicks this link she/he is automatically
connected to the meeting.

Sending Instant Message to a Visitor

To initiate an Instant Messaging session with a guest:

1. In the WebOffice Manager's Status pane, Current Visitors window,
select the guest's name.

2. Click the Send Message button.

CURRENT VISITORS
Mame IRL Time

A company.c... 000320

Jane Smith

Message
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Starting a WebOffice Meeting

Any WebOffice client can start a meeting. Once the meeting is started, the
client is considered the Owner of the meeting and has complete control
over the activity in the meeting, unless he/she hands over the control to a
participant.

To start a WebOffice Meeting:
1. In the Status pane, click the Start Meeting button.

STATUS

& Awailable [¥ On start up =&t ko available

€ Mot Available

The WebOffice Meeting Manager window opens.

2 weboffice Meeting Manager - [ Whiteboard ] - 172.22.153.28,/tal @meetu.com » =181 x|
Fie Edit View Tools Securty Help

SO = =R = R

Open Share  RemoteCtrl  Save Frint.

2] ‘Y

Snapshot Edit

P

Zoom

& @
Phonelink  Videolink  Woking

8

Security

Documents
Click to select | Page [ From

\Whiteboard 171

« »
Participants [F7T|
Name

This window is described in Chapter 4.
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Create Audio Conference through Polycom WebOffice Manager

You can create an Audio Conference directly from the WebOffice
Manager window. When initiated, the system automatically schedules the
conference and notifies guests of their invitation to the conference and
provides the phone number to call to connect to the audio conference.

To initiate an Audio Conference:

1. In the WebOffice Manager window, click the Phone Link button.

E:(;aWEthﬁce Manager - Erez A¥vraham o ] |
www.polycomnweboffice .com/erez. avrahami@polycom.co.il &
[ Preferences [+ Profile Data |- Help B Buddy List
STATUS Shatus
@+ Available [V On start up st b available Alanna Galano  Unavailable
Dave Scott Unavailable
£ Nat Available

David Gallagher  Unavailable
Guil edin Unavailable
Omer Adler Aovailable
Shai Toren Avvailable

CURRENT VISITORS

Mame | URL | Time

|Ready

The Audio Conference window opens on the meeting owner screen.

x

‘ou have successfully created an audio conference call,
Call +1-673-7956501 ko skartfjoin the call,

The Phone Conference window opens on all meeting participants
screens.

Phone conference

rou are invited to a Phonelink conference.
Dial +1-678-F356501 ta join the call.
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The Audio/Phone Conference window displays the phone number
assigned to the conference call. The meeting owner and the meeting
participants have to dial this number to connect to the conference.

The audio conference phone number is displayed on the WebOffice
Manager and WebOffice Meeting Manager title bar.

] weboffice Manager - Erez Avraham - Conference call: +1-678-795650 ] S
wiww polycomnsveboffice.com/erez avrahamd@polycommn.co.il %
[ Preferences B Profle Data B Help [ Euddy List show who is: [l Available  [E
STATUS Mame T Shatuz
+ fwailable [¥ Or start up et to available Alanna Galiana  Unavailable
. [Dave Scott Unavailable
" Mot Available David Gallagher  Unavailable
Guil *edlin Unavailable
Start m Ormer Sdler Lyzailable
- Shai Taoren Axailable
CURRENT VISITORS
MName | URL | Time |
Message
[Ready

Viewing the Conference Phone Number

2. Start an audio meeting.

3.  On the Tools menu, click A/V Link, and then click Conference
Properties.
The Conference Properties window opens, displaying the conference
type and phone number.

x

Call type: Audio
Murnber: +1-678-7356501
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Ending the conference call

4. Inthe WebOffice Manager window, click End Call.
The Phone Conference window opens.

5. Click Yes to confirm the termination of the call.

x

@ Do wou wish ko kerminate the conference call now?

‘f'gs Mo |

6. Click Yes to terminate the call.

A notification window opens on all the conference guests’ screens,
informing them that the audio conference is about to end.

Phone conference |

Phione conference call has been closed.

7. Click OK.
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Create Video Conference through the WebOffice Manager

You can create a Video Conference directly from the WebOffice Manager
window. When initiated, the system automatically schedules the
conference and notifies guests of their invitation to the conference and
provides the phone number(s) to call to connect to the video conference.

To initiate a Video Conference:
1. In the WebOffice Manager window, click on the Video Link button.

E:?j\'o'ebl:lfﬁce Manager - Erez Avraham o =] |
www polyconweboffice.com/erez. avraham@polycom.co.il @
fi+ Preferences e Profile Data Help & Buddy List
STATUS Status
& pwvailable [ On start up et to available Alanna Galiano  Unavailable
. Dave Scott Unavailable
" Mot Available David Gallagher  Unavailable
Guil redlin Unavailable
Shai Toren Available
CURRENT VISITORS
Mame | URL | Time |
Message
[Ready

The Video Conference window opens on the meeting Owner screen
and also on the guests’ screens.

x
@ You have successfully created a video conference.

Faor ISDH conference please dial +1-770-2380005
For H.323 conference use conference name 41742570211707012

Video conference

You are invited ta a Video conference.
For ISDM conference pleaze dial +1-770-2330005
For H.323 conference use conference name 41742570211707012
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The Video Conference window displays the Video ISDN number(s)
and H323 number (conference alias name or IP address) assigned to
the video conference. The meeting owner and the meeting

participants have to dial these numbers to connect to the conference.

The video conference ISDN numbers and H.323 alias are displayed
on the WebOffice Manager and WebOffice Meeting Manager title

bar.
Efriwgbl:lfﬁn ~ence call: +1-770-238000 =100 ]
www.polyconweboffice .com/erez. avraham@polycom.co.il &
fe- Preferences [+ Profile Data f= Help B Buddy List
STATUS
& Available ¥ On start up zet to available Alanna Galiano  Unavailable
. Dave Scott Unavailable
 Hot Available David Gallagher  Unavailable
Guil edlin Unavailable
Shai Toren Auailable
CURRENT VISITORS
Name | uRL | Time
Message
[Ready
Note:

To dial a H323 number, you should type in the MCU Prefix and then the
H323 number. The MCU Prefix is unique to each MCU and is assigned in
the MGC Manager application. For more information, refer to the MGC
Manager Administrator’'s Guide. For help, contact your system
Administrator or Polycom Support.

Viewing the Conference Number

1. Start a video meeting.

2. On the Tools menu, click A/V Link, and then click Conference
Properties.

The Conference Properties window opens, displaying the conference
type and phone numbers.

Conference Properties 5[

Call tupe: Wideo
Mumber; +1-770-2380005
H.323 canference name: 4174257021170701 2
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Ending the conference call

1. In the WebOffice Manager window, click End Call.
The Video Conference window opens.
Click Yes to confirm the termination of the call.

3. Click Yes to terminate the call.

A notification window opens on all the conference guests’ screens,
informing them that the audio conference is about to end.

Yideo conference ['S_<|

Yideo conference call haz been clozed.

»

4. Click OK.
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Accessing the WebCommander from WebOffice Manager

You can access the WebCommander application from the WebOffice
Manager window. The WebCommander application enables you to
monitor your audio and video conferences using any Web browser.

In the WebOffice Manager window, click the WebCommander button.

E:;jw:ahtlffice Manager - John Pirts ] 3
WebServer/Your.Name@YourCompany.com
Freferences Profile D ata Help =
SIS Status Address
i+ Available [v On start up set ta available
Mot Available
CURRENT VISITORS
Name | uRL | Time
Guest 2 hittp: A polypcore...  01:12:41
[Ready v

The default Web browser window opens, displaying the WebCommander
login window. The WebCommander address (e.g. http.//WebCommander
IP/ConfSiteV4_5) is displayed in the Web browser’s Address box.

7 WebCLommander - Microsoft Internet Explorer &l xl

File Edic View Favorites Tools Help ‘i

Back = - 2 2 T Ty | o 3 i
Address Q] hitp: . polycomwebiffice. com/confstevd_b/default asp?Rd=0.796857 1531086 L08 e ik

Goegle-[— TG —Eausfink gy B
Commander

Welcome to

Commander

Version

@] bore [ [ s Tntermet
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Meeting Overview

Before a Meeting

During a Meeting

A WebOffice meeting is a web-based session in which multiple guests can
collaborate on ideas while sharing documents, applications, and
screenshots. Meeting participants use the Polycom WebOffice Meeting
Manager software to join the meeting, load documents and applications,
and to make on-screen annotations. The Owner of the meeting uses the
Polycom WebOffice Meeting Manager to direct the flow and focus of the
meeting. The WebOffice Meeting Manager features include:

Invite guests

Secure the meeting and its content
Select documents to display

Share applications

Save the meeting contents

Prior to starting a Meeting you can:

Secure the Meeting by specifying a password that all guests must
enter to join

Limit the number of guests in the Meeting

Upload documents to the WebOffice that will be used during the
Meeting

When you start a meeting, the WebOffice Meeting Manager displays a
blank Whiteboard screen on which you can draw freehand diagrams and
post text messages using the Annotation Tools.

Both you and your guests can open documents, or capture and share
screen snapshots. Several documents can be opened simultaneously in a
Meeting. However, at all times, the WebOffice owner controls which
document or snapshot is displayed to everyone.
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Meeting participants can use the Annotation Tools to draw or write on the
document, with various shapes or arrows to clarify a point, just as they
would on the Whiteboard. Each participant's notations are displayed in a
unique color.

You may also choose to share an application in real-time with the meeting
participants. Application Sharing enables your guests to view any
application running on your computer. As you make changes and navigate
throughout the application, your guests can see your computer screen -
but only for the application you select.

You maintain complete control of which window is displayed to guests.

After a Meeting

When a Meeting ends, you can save it in the WebOffice for later use.
Saved Meetings contain the presented documents, along with participants'
markings and annotations.
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The Meeting Manager

The WebOffice Meeting Manager window opens on the desktop when a
meeting is initiated by a WebOffice owner. The Meeting Manager
provides functionality for document and application sharing, a whiteboard
for freehand drawing and comments, and participant status.

File Edit Yiew Took Security Help

A =

Open Share

= w | = . &
Zoom

Remdte Cil Save Prict  Snapshat | Edit Phonelink  Videolink

Meeting Security
Securiy:  None
M Parlicipants: 5

Document in View

Psilm =

Change Document
Click to select On Page

‘whiteboard 11

Hiding the Instructions Box

A message box providing instructions on how to invite guests opens when
you login to your WebOffice, by default.

To hide this message window:

1. On the Tools menu, click Options.
The Options dialog box opens.

2. Clear the Enable instruction assistance... check box, and then click

nable inztruction azziztance when starting meeting

Canicel |
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Working with Guests

Running Secure Meetings

You can prevent uninvited guests from joining a meeting in progress by
defining a guest password. If a password has been defined, a Password
field appears in the Guest Login box. Guests will be admitted to the
meeting only after typing the correct password. You can also limit the
number of guests, or lock the meeting. Guests can receive a meeting
password via email, chat or on by phone.

Running Secure Meetings - Defining a Guest Password

You can prevent uninvited guests from joining an ongoing meeting by
defining a guest password. Once a password has been defined, a
Password field appears in the Guest Login box. Guests will be admitted to
the meeting only after typing the correct password.

® % 2
Phonelink  YideoLigk Secul Help

Lock.
IMeeting Password

File Edit Yiew Toos Security Help

-2 = L P - - | D SR - W

Qpen Share Remote Gkl Save Print Snéi:u-;hot Edit Zoom

Document Encrypkion. ..
Re-apply decryption key
[Thwshitehoard

Meeting Password, .
0 ] T -

Dacurment Encryplion. ..
Re-apply decrypion key

3. On the Security menu, click Meeting Password. Alternatively, on
the toolbar, click the Security icon and then click Meeting Password
on the pop-up menu.

The Meeting Password dialog box opens.
Meeting Password x|

Enable keeting Pazsword

Enter MEETmO T asavmrd;

Cancel |

4. Select the Enable Meeting Password check box.
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5. Inthe Enter Meeting Password field, type a password of 4 characters
or more.

6. Click OK.

Limiting the Number of Guests in a Meeting

The Max Participants option enables you to set the maximum number of
meeting participants. If the limit is reached, your status will change to
Unavailable.

1. On the Security menu, click Number of Participants. Alternatively,
on the toolbar, click the Security icon, and then click Number of
Participants on the pop-up menu.

The Max Participants window opens.

2. Set the Maximum number of guest participants field to between 1 and
120.

Max Participants X

bd awirmum number of participants allowed in the @

Cancel |

3. Click OK.

Note:

The number of supported participants depends on meeting usage and
server capacity.
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Locking a Meeting

You can lock an ongoing Meeting, in order to prevent new guests from

joining.

On the Security menu, click Lock. Alternatively, on the toolbar, click the
Security icon, and then click Lock on the pop-up menu.

Max Patticipants...
Document Encrypkian. ..
Re-apply deceyption key

The meeting remains locked until the meeting ends or is unlocked. A
check mark next to the Lock option indicates that the meeting is locked.

The Participants Pane

The Participants pane enables every participant in the meeting to monitor
the status of other participants in the meeting. The Participants pane
displays the following information:

Participants

Yiewing | Foouz

Dlacument in view
wWhiteboard

MHumber of pages

1

Field

Description

Name

Identifies each participant by name and color assigned to
their Annotation tools. The Owner's tools are always red.

View

Shows whether a participant can see the updated pages
and annotations display. A red signal means the display is
being updated. The green signal indicates that participants'
display is updated with the recent changes.

Focused

Shows whether a participant is currently focused on the
Meeting Manager window. A red signal means that the
meeting window is not the active window on their computer.
When focused, the signal turns green.

Document in view

Shows the currently selected document. When another
document is selected and displayed, the new document
name appears in each participant's line.

Number of pages

Shows how many pages of the selected document have

already been retrieved from the Office. If a page is selected
outside of the normal sequence, it is retrieved immediately
and its number displayed before the other pages numbers.

Polycom WebOffice User’s Manual

47




Holding a WebOffice Meeting

Dynamic Participant “Viewing/Focus” indicator

The WebOffice client automatically changes into an accumulative
feedback mechanism for large meeting sessions. It is based on a
predefined participant threshold, as shown in the figure below.

The individual participant status indicators disappear and are replaced
with one indicator indicative of the whole group.
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Working with Documents

Document in View

Change Document

Participants

The WebOffice Meeting Manager allows you and your guests to
collaborate across the Web and share documents and applications. The
application includes easy-to-use tools that are accessible both from the
menus and from toolbar. The Meeting Manager displays the active
document in the large left windowpane. In the right windowpane, the
Meeting Manager displays the following information about the current
meeting:

Shows the name of the document currently displayed and allows you and
the meeting owner, to navigate through the pages within the document.

Lists all documents open in the current meeting and allows the meeting
owner to select which one to display.

Displays a list of all the meeting participants and enables everyone to
monitor the status of other participants:

*  Viewing — This feature helps you pace your presentation by
indicating whether or not everyone is seeing the same display. A red
viewing button next to a participant's name indicates that their
display is not yet synchronized to the latest changes. When the
Viewing button turns green, it means that both participants are seeing
the same thing.

*  Focus — This feature informs you if the Meeting window is active on
a specific guest‘s computer. When the guest has the meeting in focus
the button is green. When the guest does not have the meeting in
focus the button turns red.

You can toggle between hiding and viewing the right pane by selecting
Right Pane in the View menu.
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Document Encryption

Use encryption to secure the documents that you display in a Meeting.
You can use the same encryption key for all or some of your documents,
or use a different key for each. The Meeting guests must enter the
encryption key before they can view the document.

Encryption Procedure

During the Upload or Open procedures, the encryption dialog box
appears. The dialog options are:

Don't encrypt this document - If selected, you can choose not to encrypt
any document. In this case the encryption dialog box will not appear
again. You can later change this setting from the Security menu.

Encrypt - Type an encryption key, and send it to your guests.

Document Encryption il

& Don't Encypt the document

¥ Don't encrypt all my documents

You may alwaps change that in Security menu

" Encrypt the document

Fleaze specify the document encryption key. It muzt be at least
E characters long

Document Encrpption ey I

Canfirm Encryption Key I

Cancel |
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Opening Documents in a Meeting

Documents can be opened as follows:

From the WebOffice Meeting Manager
Select Open from the File menu or the toolbar, and navigate to the
desired document.

This is the only method available to the participants. You can open a
document that is stored either in your local computer or in your
WebOffice.

From Windows Explorer

Use the drag-and-drop or copy/paste actions to add the document to the
Active Meeting folder under the WebOffice directory.

From an Application
1. Open the desired file

2. Save it to the Active Meeting folder under WebOffice.

To display the document in the WebOffice Meeting Manager, select
it in the Change Document section.

Notes

The first page can be viewed before the whole document is retrieved.
Only the WebOffice owner can select the documents and pages to be
displayed.

The Status Bar

The Status Bar tracks the process of opening a document. The Status Bar
represents every document or snapshot that is opened in a Meeting by two
blue flashing circles and a progress bar.

When several Open processes take place at the same time, click the
corresponding circle to display the progress bar of the document it
represents. By default, the progress bar represents the most recent action.

To cancel Opening a document,

Click the red “X” icon next to the progress bar and select the desired
process from a list.

Note:
When you cancel a process, all pages that are already loaded will be
available in the Meeting Manager.
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Uploading Documents to the WebOffice

You can upload documents at any time - before, after, or during a
meeting. It is recommended to upload your documents before the meeting
starts in order for them to be available right away at meeting time.

You can upload a document in any of the following methods:

From the WebOffice Meeting Manager

1.
2.

Select Upload from the Tools menu.

In Windows Explorer, right-click the file and select Upload.

or

Use the drag-and-drop, or copy/paste actions to add the document to
the Documents folder inside the WebOffice directory.

*  From an Application

e Open the file, and save it to the Documents folder under
WebOffice.

or

Open the Print dialog box, select Publisher from the printers list and
print the document.

Note:

To view the document correctly in the WebOffice Meeting Manager, set its
page size to A4 before printing.

Note:
The Uploading procedure only copies documents to your WebOffice. To

display the document in the WebOffice Meeting Manager, you must open
it.
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Viewing, Annotating and Navigating Documents

Managing Documents and Meetings

When you open a WebOffice, a WebOffice icon is added to your Desktop.
Selecting the WebOffice icon from the Desktop, or Windows Explorer,
displays the contents of your WebOffice as folders. These folders are:

Active Meeting - Contains the documents and snapshots open in the
current meeting.

Saved Meetings - Contains a list of your saved meetings.

Documents - Contains a list of the documents saved in the WebOffice.

2%

Look in: | & Weblffice File Cabinet x| = ®E ok EE-

|_15aved Meetings
| Uploaded Documents

File name: | Open I
Files of type: IAII files [*.%) ﬂ Cancel |

Selecting Documents for Display

The documents and snapshots currently open in a meeting appear in the
Change Document section. To display an item, select it from the list.

Note:
Only the WebOffice owner can select documents.
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Taking a Snapshot

You can capture your current screen, or part of it, and open it in the active
session.

Note:
The first time you use the Snapshot command, the required software is

downloaded and installed on your computer. This may take one or two
minutes.

1. From the Snapshot toolbar or the File— Open menu select:
Active Window Snapshot, to capture the whole screen,
or Selected Area Snapsheot, to capture a rectangular area.

2. A dialog box guides you through the Snapshot process.
Click Hide to minimize the dialog box.

Select snapshot area o ] |

Bring the window vou want b0 capture to the fareground
9 Hit then click and drag mouze to zelect capture area

a "Publizh" the captured area into the session

When the screen capture ends, the Preview window opens. If you are
not content with the result, click Recapture to take another snapshot.

4. Click Publish to send the Snapshot to the meeting. A Loading
progress bar appears during the process.

5. Select the snapshot from the Change Document section. The snapshot
appears as Snapshot (n) where "n" represents the sequence number.
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Using Annotation Tools

The Annotation tools, under the Edit menu or flyout, are used to mark and
annotate the displayed page. Only one tool can be selected at a time. After
selection it remains in an active state until another tool is chosen. Each
participant in a session has his/her own tool color, indicated in the
Participants section.

Following is a description of the available tools:

Tools Icon Description

Single pointer " Place a pointer on the displayed page. Every
mouse click moves the single pointer at the cursor
location.

Multiple pointer L34 Place several pointers on the displayed page.

Every mouse click adds a new pointer.

Rectangle tool ] Draw a rectangular frame on the displayed page.
To draw a frame, click and drag the left mouse
button from one rectangle corner to the opposite

one.

Ellipse tool __Q_ Draw an elliptical frame on the displayed page. To
draw an ellipse, click and drag the left mouse
button.

Line tool _:}_ Draw a straight line on the displayed page. To

draw a line, click and drag the left mouse button
from the line's beginning point to its end.

Text tool _é_‘ Annotate the displayed page. Click where you
want to add an annotation and type the text.

To start a new line click Enter.

To finish writing, click anywhere on the screen.

Free Hand tool {f Draw a curve line on the displayed page. To draw
a curve, click and drag the left mouse button from
the curve’s starting point to its end.

Marker tool ﬂ Highlight text or any other part of the displayed
page, including shapes. To use the marker, click
and drag the left mouse button from the line's
beginning point to its end.

Undo last L | Undo the recent action. Repeat to delete previous
annotations in reverse order.

Clear All

%

Clear all annotations from all documents. When
used by the owner, all the participants'
annotations are deleted.
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Using the Zoom Control

With the Zoom control, you can adjust the display size to fit your local
display setting, or focus on special points of interest. The Zoom function
is not synchronized between participants, allowing each participant to
select his/her own scaling.

@ 6.
Zoamm Security

200%:
100%

Fo%

0%

25%:

Page width
Page height
whole page

-

1. Click the Zoom button, or select Zoom from the View menu.
2. Select the desired scaling from the list.

Working with Multi-page Documents

To display a specific page of the current document, select it in the Select
Page list under Document in the View menu. Use the Backward/Forward
buttons to browse through the displayed document.

Document in View

Change Document

Click, to zelect | On Page
‘wihiteboard 11
Concept 111

Note:

Only the Office owner can select pages. If the right pane is hidden, the
Backward and Forward buttons will appear on a small toolbar. Annotation
tools remain in the document and are saved when jumping from page to

page.
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Deleting a Document from the Meeting

Delete Document from meeting enables the owner of the meeting to
delete or remove a particular document from an existing meeting. To
delete a document from the meeting, the owner selects the appropriate
document and clicks the Delete button, as indicated in the figure below. It
is also possible to delete the document by right clicking on the
document’s name and selecting Remove Document from the menu.

7\
Documenis
Click to select m Frg

Wwhiteboard 141

20025 Guil

Guil*

SnapShat... 141 Guil®

0 Guil®

| | -l
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Application Sharing

Sharing an Application

Using the Application Sharing feature, you can share (with guests) any
application that is running on your computer. Guests will only see the
application you select.

Open the Application. An application must be running before you can
share it in the meeting.

1.

10.

Select Share Application from the File menu or click the Share
button from the main toolbar.

Select the desired application in the Share Application window.

To display only the active window, select Share Selected Window
only.

Deselecting this option will show your guests all windows running
the selected application.

Click the Share button to display the selected application on the

screens of all guests in the meeting. The Share Application window is

automatically minimized to your task bar.

i
Select Application | Synchf{Control |

¥ Share selected window only

Deskiop Applications -

O Entire Desktop

Dfl’Babylnn

D Instant Message John Doe

DMeetU Service User Guide.doc - Microsaft Word

O untited - Paint

Ok tnbio - Microsoft Outloak,

D@ Instant Message: Guil Yedlin - Microsoft Internet B

D@ Office Greeting - Microsaft Internet Explorer -

i il
Share | Refresh | End Sharing |

Bring the Share Application window into focus to change or end
application sharing:

Highlight another application and click Share to begin sharing
another application.

Click Entire Desktop to share your entire desktop.

End Sharing will stop sharing the current application but will leave
the Application Sharing window running on guests' computers.
Click Refresh to update the list of available applications if you wish
to share an application that was not running when you launched
application sharing.
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11. Click End Sharing to terminate application sharing.

12. Click the Synch/Control tab to delegate the control to one of your
guests:

Only one participant can be in control at a time.
To hand over the control over the documents
1. Click your mouse to gain back control
2. Use the Synch color indication to know your guest status —
¢ Green — Guest’s Application Sharing viewer is synchronized

* Yellow — Guest Application Sharing viewer is about to be
synchronized — no updates are being sent — only communication
delay

* Red - Guest Application Sharing viewer is not synchronized
5 Share Applcation ——— PRISIEA]

Select Application Synch{Control |

I Share selected window only Munitur|

Participants | Control | Wigw
John Doe > -
Jane Smith ' " |

End Sharing |

Note:
You can share only one application at a time. Selecting another application
replaces the application on the screens of your guests.
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Desktop Sharing

Sharing a Desktop

Desktop Sharing allows the owner of the WebOffice to take over the
guest’s PC. If a desktop sharing is taking place, both the owner of the
WebOffice and a guest can share a running application.

1. Select Remote Control from the File menu or select the Remote Ctrl
icon from the main toolbar.

A Remote Control window is opened with the list of guests,
participants in your Meeting.

[} Hemote Control B =] B |

Select the Guest's desktop to Bemate Control

[ ] @ John Doe Deskiop
[] @ Jane Smith Deskkop

End Remote Control

| i

2. Select one of the guests in the list, to share a desktop.

At the guest’s computer, after the guest’s confirmation, a Share
Application window is opened, in which the guest can select whether
to share the entire desktop or just a running application.

#} Share Application M= BT

Select Application | Synch{Cantrol |
¥ Share selected window only Munitur|

Select an Application to Share

:ﬁ tdy Entire Desktop
D@ Connecting... - Microzoft Internet Explorer
D@ Jain Meeting Result - Microzoft Intermet Explorer

D@ urtitled - Paint

4| | »
Share | Refresh| End Sharing |
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Role Delegation In Application Sharing

The owner of the WebOffice has, by default, the control over the Meeting
and over the Desktop Sharing. However, the control can be given to one
of the guests, by using the right tab in the Remote Control window. The
owner can grant the control over the session to each of the guests.

The guest, in the right tab of the Share Application window
(Synch/Control) selects the participant to grant the control to.

This window can be minimized and restored for convenience.

¥} Share Application

Select Application Synch{Control | Share &, B |
¥ Share selected window only MDnilDrI Restore |
e —— i
Jane Smith o @ John ..
Jane ... ,J
End Sharing |
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Voting

Voting provides an automated mechanism for the meeting owner to query
the meeting participants and receive immediate feedback from them on

the results of the query.

Activating the Voting Feature

1.  On the Meeting Manager toolbar, click the “Voting” icon or on the

Tools menu, click Voting.

Bweboffice Meeting Manager - [ Whiteboard ] - www.polycomweboffice.com/vardallifshitz@polycom.co.il

Fle Edt Wew Ioos Securty Help

/\ =121

5 A =~ I F TR =

Open Share Remote Chrl Save Print

Snapshot Edit

Zoaom

@

&

&\
Wi

Fhonelink  WideoLink oting Security

He

= | Meeting Security
Securty:  Mone
IMax Patticipants: 10

[Whiteboard
Page:

o=

Documents [INEES

Click 1o select | Page [ Fiom

Whiteboard 171

B

4
Participants
Mame | Wiewing | Focus

& Varda

=

The WebOffice Voting window opens.

x

r Huestion:
How effective ig thiz sezsion for you? :I
=
Time of woting | 120 minutes.
rAnswers ;
Wery effective
Effective
Mot effective
| Start Wote | | LCancel |

2. Inthe Question box, enter the vote subject/question.

62

WebOffice User’s Manual




Holding a WebOffice Meeting

3. Inthe Time of Voting box, define the duration of the Voting session.
Clearing the Time of Voting check box results in unlimited voting
duration.

4. To add the Vote options, click the Add button.
The Voting Answer dialog box opens.

x

Enter the answer variant:

I ok I | Cancel

5. In the text box, enter the text for the first choice and click OK.
The new Voting choice is added to the Answers list.

6. Repeat steps 5 and 6 to define additional Voting choices.

Note:
To remove one of the Voting choices, click the choice to remove in the Answers box,
and click the Remove button.

7. When you have finished defining the voting subject/question and its
choices, click the Start Vote button.

8. The Voting session status is displayed in the WebOffice Meeting
Manager window and can be monitored at any time.

B3 webOffice Meeting Manager - [ Whiteboard ] - www.polycomweboffice.com/vardalifshitz@pelycom:coul I [T

5 8.

Zoom Security

=l | Meeting Security

Securit:  Mone

Fle Edt Wew Iools Security Help

FoE = H e

Open Share  Remote Ctrl Save Print.

) o

Znapshat Edit

Phonelink  Wideolink  Stop Yoting

(]

He

IMax Participants: 10

[Whiteboard

Page:
||

Documents
Click 10 sslect | Page | Fran

‘Whiteboard 11

i

]

Participants
Mame Focus

@ vada.

=l

gl >
Voting |_stop\|
Time left: 119:38

Did you enjoy the comp. i‘

2

No
Somewhat

- Results:
e
e

R
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9.

Prezenter start the woting.
Fleaze take a part in thiz proccess.

Time left ;

111:22 min.

r Question:

Haow effective is this session far you?

Very effective

ot effective
Baring

WVote

Cancel

II SETT

The new Vote is submitted to all participants. Each meeting
participant selects an answer from the WebOffice Voting dialog box
and clicks the Vote button.

WebOffice ¥oting

The vote is sent back to the owner and is tallied with polling
information.

10. The Owner is then provided with a real time update of voting results,

Voting
Time left: 11616

How effective is this session for pou? =~ |

as shown in the figure below.

-

Results
10 answwers from 45

Angimer | Count |

Wem effective 24
Effective 13
Mot effective 5

L« |

Note:

- The subject of angoing vote cannot be edited.
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To stop the Voting session:

You can stop an ongoing voting session using one of the following
options:

¢ In the Voting pane of the Meeting Manager window, click the Stop button.
¢ In the Meeting Manager toolbar, click the Stop Voting icon.

Stop Woting

e On the Tools menu, click Stop Voting.

Tools  Security  Help
Upload
wWebOfFfice Explorer. ..
afy Link »

Stop Voking

opkions. ..
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Removing a Participant from the Meeting

Remove Participant allows the owner to remove individual participants
from a meeting while the meeting is in progress. To remove a participant
from the meeting, the owner selects the appropriate participant and clicks
on the Remove button as indicated in the figure below. The owner may
also remove a participant by right clicking on the participant’s name and
selecting Remove Participant from the menu.

Nl N
Particip: uts ;|

@ Jenifer
& Jenifer
& Simon

<
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Saving a Meeting

Use the Save Meeting option to keep a record of your meetings. Saved
meetings include all the documents that were viewed, along with

participants' markings and comments. If you need to interrupt a meeting,

you can save it, and resume later from wherever you left off.

1. Click the Save button, or select Save Meeting from the File menu.

2. Type a name and a description for the meeting and click Save. The
meeting is saved to your WebOffice.

Saved meetings are kept in the Saved Meetings folder

Opening a Saved Meeting
Select File > Open, or click the Open button.

The Open dialog box appears. Navigate to the Saved Meetings folder
under WebOffice, and select the desired meeting.

You can also open the meeting directly from Windows Explorer. By
default, the WebOffice Meeting Manager stores saved meetings in the
server under My Offices.

Note

Opening a saved meeting replaces the current meeting in the WebOffice

Meeting Manager.
When an interrupted meeting is resumed, guests' tool colors may differ
from those in the saved meeting.
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Requirements

To enable immediate communication between subscribers, as well as
between subscribers to their non-subscriber guests, WebOffice features an
open web IM, which is coupled with a mechanism that detects the
presence of a guest on the system.

To achieve this functionality efficiently, Polycom requires subscribers
and non-subscribers to be maintain their web browsers with the default
browser security settings (medium security - in the case of Internet
Explorer). In addition, users must have certain rights over their own
desktop, enabling them to install software and printer drivers. In the event
that the user cannot change his security settings, it may be possible to still
use the downloadable client.

WebOffice communicates over HTTP using the standard port. WebOffice
communication is compatible with firewall, NAT and proxy systems. In
most cases, if a user is able to browse an external Web site they will be
able to utilize WebOffice. In the event that company network security
policies restrict certain browser features such as Signed-ActiveX (IE),
Signed-Plug-in (Netscape), JavaScript, High-Safety Java and cookies,
WebOffice will be able to operate without the full functionality related to
web registration, automatic software installation, guest presence detection
and Instant Messaging.

Below is a list of WebOffice web browser-activated features, and their
required security settings (special settings only):

WebOffice Feature Required Security Setting

General Web Operation File Download, Java-Script, Per-Session Cookies

Automatic client software Signed-ActiveX (IE) Download & Run, Signed

download Plug-in (NS) Download & Run

Automatic client software Signed-ActiveX (IE) Run, Signed Plug-in (NS)

upgrade Run

Subscriber Web Login Stored Cookies for name recognition, Signed-
ActiveX (IE) Run, Signed Plug-in (NS) Run

Guest Join a Meeting Stored Cookies for name recognition,

Guest Presence Detection Java-Script, Per-Session Cookies, Java applets

Subscriber buddy presence | Requires no special security setting as it runs

detection/awareness from the WebOffice Office Monitor (MOM)
application

Instant Messaging Java Applets, Stored Cookies
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Below are figures depicting the Internet

Internet Explorer Medium Security Default Settings

Explorer Security Settings

options. The Security Setting window has many options that can be
scrolled through. For this manual, they are presented one at a time to
illustrate the exact configuration that will aid WebOffice in operating

efficiently.
Settings:
@ Java permissions ;I

Q) Custom

O Disable Java

{® High safety

O Low safety

O Medium safety

I@ Miscellaneaus

@ Access data sources across domains
{®) Disable
O Enable
O Prompt

@ Don't prompt For client certificate selection when nao cerl
{®) Disabls

e T P
ol

[

il

—Reset custom settings

Reset ka: IMedium

j Reset |

o1

Caniel

Security Settings

Settings:

21

ils and plug-ins
4] Download signed Active contrals
O Disable
O Enable
& Prompt
@ Download unsigned Activel controls
(& Disable
) Enable
O Prompt
@ Initialize and script Activer controls not marked as safe

(& Disable
_>|_I

O Enabls
O Prompt

j Reset |
QK I

Mam Aekines mmmbvele smd mlon 'r.-

)
1]

—Reset custam settings

Reset bo: IMedium

Cancel |

Polycom WebOffice User’s Manual

69



Utilities and Technical Requirements

Security Settings ﬂﬁl

Settings:

@ Run Activel controls and plug-ins ;I
QO Administrator spproved
O Disable
{® Enablz J
O Prompt
@ Script Ackivel controls marked safe For scripting
O Disable
(® Enable
O Prompt

|&] Cookies

@ Allow cookies that are stored on your computer
(O Disable

(9 Enable

PR bl
4« | »
—Reset custorn sektings

Reset to: IMedium ﬂ &I
,TI Cancel |

Security Settings ilil

Settings:

@ Allowe per-session cookies {not stored) ;I
) Disabls
{® Enable
O Prompt
1714 Downlnads J
=% File download
) Disable
® Enable
@ Font download
) Disable
{® Enable
O Prompt

@ Microsoft v

[F2 1. hd
a| | »
—Reset custom setkings

Reset tao; IMedium j ﬂl
,TI Cancel |
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Security Settings

Setkings:

x|

O Disable
(® Enable
O Prompt
&7 Installation of desktop items
O Disable
O Enable

O Disable
O Enabls
= Prompt

@ Mavigate sub-frames across different domains
Faa T RTETAN Y

4] |

@ Drag and drop or copy and paste files ;I

{® Prompt J
@ Launching pragrams and files in an IFRAME

o

—Reset custom setkings

j Resek |

Reset to: IMedium

Cancel

o]

Security Settings

Setkings:

x|

O Disable
(® Enable
O Prompt
& Software channel permissions
O High safety
O Low safety
® Medium safety

O Disable
{2 Enabls
O Prompt

@ Iserdata persiskence
Faa T RTETAN Y

4] |

@ Mavigate sub-frames across different domains ;I

@ Subrmit nonencrypted Farm data J

o

—Reset custom setkings

Reset to: IMedium

j Resek |

o]

Cancel |
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Security Settings ﬂﬁl

Settings:

@ Userdata persistence ﬂ
) Disable
{® Enable
Scripking
Ackive scripking
) Disable
& Enable
O Prompt
Allow paste operations wvia script
) Disabls
{® Enable J
Q) Prompt
Scripting of Java applets

N e akln T
‘I i kL. I JJ

—Reset custom setkings

Reset bao: IMedium j ﬂl
’TI Cancel |

Security Settings ﬂﬁl

Settings:

) Disable ﬂ
{® Enable
O Prompt
Scripting of Java applets
) Disable
& Enable
O Prompt
ﬁ User Authentication
ﬁ Logon
Q) Anonymous logon
® Automatic logon only in Intranet zone
Q) Automatic logon with current username and passwo

Q) Prompt For user name and password =

| | ol

—Reset custom setkings

Reset bao: IMedium j ﬂl
’TI Cancel |

72

WebOffice User’s Manual



Utilities and Technical Requirements

Netscape Default Security Settings

The following screen displays the default Netscape security settings:

x|

Categony:

E-Appearance
i - Fonts
Colars

avvigator v Automatically load images
- Languages

- Applications BN
- Srmart Brawsing ¥ Enable JevaScript

- Mail & Mewsgroups

m Foaming Access

Composer

- Change preferences that affect the entire product

v Enable JawvaScriptfor Mail and Mews
¥ Enable style shests

[~ Send email address as anonymaus FTP password

—Cookies

i Acceptall cookies
" Acceptonly cookies that get sent back to the originating server

" Disable cookies

I Warn me before accepting & cookie

0K I Cancel Help

Using the Log Generator

The Log Generator records your recent activities in a file. The system log
files are made available for use by the Technical Support team in the
event of a system error.

To retrieve the system log file:

1.

Download the Log Generator from
http://www.company.com/solutions/utilities.html

. Download the Log Generator from

http://www.company.com/solutions/utilities.html

. Double click the file WebOfficelog.exe to start the Log Generator. The

Problem Context Packager window will appear

. Type the problem description and select a destination folder for the log

file, named WebOffice.pcp

. Click OK. The Log Generator will automatically update the log every

time you run the WebOffice Manager

. After running the WebOffice Manager, email the log file

(WebOffice.pcp) to the Technical Support team address

Note:
The Log Generator records data only from your most recent session.
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