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Introduction

Introduction

Visual Nexus is a virtual meeting solution for working professionals. It provides users with tools for advanced data
sharing and application collaboration combined with high quality voice and video conferencing. It can be used
from a personal computer in the office, at home or while travelling away from your normal place of work.

This guide will help you to learn to use Visual. It is designed to teach you on a step by step basis how to get the
most out of using Visual Nexus in your business. It covers all of the basic features that you will use in your every
day use of the system but does not cover the advanced features the system contains for special meetings and
mixed environments. You can also download the Visual Nexus user guide from the download pages of your
Visual Nexus Meeting Server if you want more information about using any features of the product.

We hope you find this guide useful and that hope that you will soon be using Visual Nexus everyday in your
business communication and that Visual Nexus will prove to be the perfect communication tool, providing you
with everything you need to make your working environment more flexible and enjoyable.

About this User Guide

Symbols used this Guide

A caution advises you about possible problems and helps you to steer clear of disasters
GAUTION

N\ 7/
@ A tip which offers advice or teaches you an easier way to do something.
POINT

Notation used in this Manual

Denotes an action to be taken.
e.g. Select the [Tools] button from menu bar.

Denotes a number of subsequent actions to be taken.
e.g. Select [Program] [Call History...] .

Denotes a keyboard operation.
<>

e.g. Press the <Alt> key.

About Screen Captures

Screen captures are shown throughout this manual as typical examples of the program operation; as such, the
screens in this manual may differ from the screens displayed on your terminal.
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About Trademarks

- Visual Nexus and the Visual Nexus Logo are trademarks of Oki Electric Industry Co., Ltd..

- Microsoft and Windows are trademarks or registered trademarks of Microsoft Corporation in the United States
and other countries.

- Intel, Pentium, Xeon and Celeron are trademarks or registered trademarks of Intel Corporation in the United
States and other countries.

- SONY is a trademark of Sony Corporation.

- Polycom is a trademark or registered trademark of Polycom, Inc. in the U.S. and other countries.

- Red Hat is a trademark or registered trademark of Red Hat, Inc. in the United States and other countries.

- Linux is a trademark of Linus Torvalds.

- Other company names or product names noted in this manual are the trademarks or registered trademarks of
their respective owners.

Copyrights / Notices

- This user guide may not be duplicated or reproduced, in whole or in part, without prior permission.

- The content of this user guide or the specification of this product may change without prior notice.

- This user guide has been produced with the utmost care; however, should you discover any unclear
descriptions, inaccuracies, omissions, erratic pagination, missing pages, etc., please contact Global VCS
Limited.

Copyright © Global VCS Limited. All rights reserved.
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1 Introduction to Visual Nexus

Visual Nexus allows you to make video and voice calls to your colleagues. During these calls you can share
data with them, make presentations to them or work together with them using powerful collaboration tools to
develop documents or work on designs. Visual Nexus has a special inbuilt feature enabling you to make calls
wherever you are able to connect to the Internet, securely crossing corporate firewalls and crossing network
boundaries. This means you can use it from a personal computer in the office, at home or while travelling away
from your normal place of work.

Visual Nexus calls are either person-to-person or you can meet with multiple colleagues in a virtual meeting room.
In either case you have a simple list of contacts in Visual Nexus Meeting Manager on your personal computer
which enables you to make a call or join a meeting by simply clicking on the contacts name or the virtual meeting
room name.

Because Visual Nexus is based on video and communication standards, you can also make a call or join a
meeting with a corporate video conferencing room system, enabling you to join important meetings without
having to travel to the meeting room.

1.1 Your Account on Visual Nexus Version 4

To use Visual Nexus you will have been given a personal account with which to log into the system. This will
consist of a user name and password. These are created on the Visual Nexus system you are connecting too
by the system administrator. It is also possible that when your account was created the administrator also
created a “Service Number” for you, also known as your E.164 number. This is like your telephone number and
can be used by contacts who are not calling you from a Visual Nexus endpoint.

The Visual Nexus software can be freely installed on any computer but you can only log in on one
computer at a time with your user name and password. For example, If you have been using a
CAUTION computer at home to make Visual Nexus calls you must log out from that computer before you can

log on a different computer in your office.

1.2 Getting the Visual Nexus Software

The Visual Nexus software is downloaded and installed from your Visual Nexus Meeting Server. The address
and installation instructions will have been given to you by your administrator. Follow the quick start guide you
have been given to download and install the software on your personal computer.

To get the best results from you Visual Nexus software, please follow the “Quick Start Guide”
carefully. In particular you must do the audio and video setup wizards to get the best performance in

CAUTION your calls.
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2 Getting Started with Visual Nexus

2.1 Your user profile

A key part of setting up Visual Nexus on your computer is setting up your user profile. This information is used
when you log in to tell the system who you are. When you run the Visual Nexus software for the first time you
will be asked to fill in your user profile information. The information you use will have been provided by your
administrator. A typical user profile is shown in Figure 1 below.

Profile Information

FrofileM ame: | .r-;’l.eeti_rj_g! _S“L.en.fice
LoginMarme: | inﬁn. dneéﬁy_z.cn
Fazswornd: ;uu-u
Confirm Password; :El"""
M eetingS erver: E_Efnms.visualne:-:us.net Puart: a0e0] [JUse55L
Metworkadapter: 172151 4 Bioadenn Metdhems 574 Gigabit Contraller - Packet Scheduls + |
B andvidth: .‘I 92 khitz/s W .Ll pload | Ebps Download | Kbps

[ ] Defaul

Figure 1 — a user profile

It is possible that you will have several profiles, for example one you use in the office and one that you use from
home. Give your profile a name so that you know which profile it is. Next enter the login name and password
provided by your administrator. You will need to type in the password twice before you can save the profile for
use next time you log in to the system. You will also need to put in the address of the meeting server which will
also have been provided by you administrator. Finally you will need to tell Visual Nexus which Network Adapter
to use. You may have several on your computer, for example a wireless adapter, a Lan adapter or a VPN. If
the right adapter is not selected, click on the drop down list and select the right one. You are now ready to click
on save and to log in to Visual Nexus.

2.2 Automatic or Manual Login

You will notice in the profile window a check box asking if this is to be the Default profile. If you check this box
before saving the profile, then when ever you run Visual Nexus it will automatically log you into the service. This
is perfect if you only ever use a single profile, but you may prefer to use manual login if you use several different
profiles. To login to another profile simply double click on the grey profile icon or the profile name.
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|
N
The Default profile is highlighted in Orange on the meeting manager. All other profiles are shown in

grey.
POINT

3 Managing your Contacts

3.1 The Meeting Manager

When you log into the meeting manager you will see a BEURAETE N} SRV R ARG BT
window similar to that shown in Figure 2. The top line
shows who you are logged in as and your status. You
can right click on this and change your online status to
busy or offline if you do not want to be disturbed by others
calling you. You can also turn on auto answer if you
want the software to automatically answer incoming calls.

Tonls

Program  &ctions Wiew  Help

afa|¥|2 ?
PY R - Do Conline-Maniald
= g Meeting Rooms [3]
[{-1 Team Meeting (074)
IE- Test High Speed Connection {0f3)
ia Test Your Conneckion (0/3)
= E Conkacts [3]
= i‘ﬁ.‘*, Al Contacks
B Bil Smith (cffine)
Aﬁ Gnu Gearge (waiting autharisal
-éﬁ Mary Kline {online)

The second list is the virtual meeting rooms that you can
enter. Test your connection is a special loopback call
that you use to test that your software is performing
correctly. You should be familiar with this from when you
downloaded and installed your software.

The third list is your contacts, people that you can make
call to. Here you can see that Mary is online and ready
to accept a call from you. George has requested to be a
contact of yours, but you have not yet accepted his
request. Bill is shown as offline.

£ >
i‘ﬂeeting Manager 1 | "rﬁ ) !

We will now show how to accept add and organise yourlist
of clients.

Figure 2. The meeting Manager

3.2 Accepting a contact

On the Meeting Manager shown in Figure 2 George Is shown as wanting to be a contact of yours. You can right
click on George’s name and either accept or reject the list. You can also edit the request so, for instance you
could see when George was online but he could not see when you were online. Once George is accepted as a
contact you will be able to see his online status and make calls to him. [_ ‘

If you are online when a user requests that you add them as a contact
You have a request, to be added ta the
then a window will pop up with the information of the user, asking if you D:22
will accept them as a contact. In this case Tom wants to be a contact H323:tam jories
. . . E164:00440242533002
of John. Again you can either accept or reject the request, or you can IPaddr:

simply click on close to ignore the request, instead dealing with it later.
fould pou like to docept or Reject thiz

[ Accept l [ Reject ] [ Cloze ]
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3.3

3.4

GVCS08-02-04-002

Adding a Contact

To add a contact, you can simply right click on [Contacts ]
in the Meeting Manager and select [Add Contact ]. An
add Contact window will pop up which you can use to find
the details of the contact you wish to add. Enter some
details in [Word] within the search section and then click
on [Search]. You can search on a number of formats such
as name, number or email address. A list of possible
matches will appear in the Displayname list and you should
highlight the one you want to add as a contact. Their
information will be filled in the bottom of the window.

If you are sure that this is the person you want to add as a
contact then you can proceed. Before you save the
contact details in your list of contacts, you can choose if
this person should be able to see your online status. You
can also select whether you want to display this contact in
your contact list in the Visual Nexus Meeting Manager.

If you have a lot of contacts in your meeting manager, you
may find it convenient to organise them into groups.

Right click on [Contacts ] and select [Add Contact Group ].

Enter the name for the group. To add a contact to a group
you simply highlight the contact and drag and drop it into
the group. All contacts will always also appear in the all
contacts section of meeting manager,

If you have a lot of contacts, you can also show only those
that are logged in and online. Right click on [Contacts ]
and the select [Show login Contacts only ]. Thos of your
contacts that are not online will not be shown in your
meeting manager until they have logged in to the service.

Deleting a contact

Add Contact

Search

Wiord:
Search for

LaztM arne
H.323 alias

Digplayname

|

Infarmation

Marme;

H.323 aliaz:
E.TE4 nurnber;
IP address:

Status:

Display:

Save

3

: Search

tiddleM ame Firsth ame
E. 164 Mo e-mail

Firstname | Middle...

Clzar
Authonized to view my stab, s

| Dizplay i my contacts L

Cloze

If you wish to delete a contact or a contact group you highlight the entry you want to delete, right click and then

select [Delete].

Copyright © Global VCS Limited
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4 Setting up your Visual Nexus client

4.1 Initial Setup

Before you start making calls using Visual Nexus it is important that you calibrate your audio and video system so
that others can see and hear you clearly and you can see and hear others clearly. One of the problems Virtual
Meeting solutions often have is echo from the participants in a meeting. Visual Nexus has an excellent echo
cancellation process and it is worth while setting this up correctly before you start or if you change your speakers
and microphones.

There are also layout options that you can change on Visual Nexus for the size and position of the video images
and the data displayed in your Meeting Manager.

4.2 Setting up your audio system

The audio capabilities of Visual Nexus are among the very best available. However to get the best out of the
system you need to consider carefully which headsets, speakers or microphones to use. Visual Nexus has a
media kit data sheet available on its web site which lists recommended devices.

What ever audio equipment you use, it is important to run the Visual Nexus audio set up wizard. You can start
the wizard from Meeting Manager by selecting [Tools] [Configurations] [Endpoint Configuration... ].
This will launch the Endpoint Configuration Option Window. If you are not using either a headset or an echo
cancelling microphone/speaker, you should select the Use Visual Nexus Echo Cancellation box. You should
then click on the blue [Click to Calibrate Audio] bar to spart the audio calibration. This will take you to the
microphone setup window.

Audio Configuration Wizard

Click the 'Start tuning' button, then speak
normally.

Adjust the Microphone volume slider, until the
Microphone volume level is suitable.

First make sure the correct
microphone is selected in the
drop down menu. Next, click
on [Start Tuning ]. Speak
normally into your microphone
and you will see the audio bar

Logitech USE Headset:Micraph -
move up and down. Move natee FadsELHiEmpnane J
the slider so that the level
Start tuning |

moves up to about level two.

1] 5 10
Once you are haapy with the
level of your microphone you
can click on [Next] to move on |

ol |

to the next part of the audio

wizard. Cancel Next

GVCS08-02-04-002 Copyright © Global VCS Limited 10 of 31
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Audio Configuration Wizard

4.3

GVCS08-02-04-002

The second part of the audio
wizard sets up the volume in the
speaker system.

Again, you should first make
sure that the right speakers or
headphones are selected in the
drop down menu.

You can the click the

[start tuning ] button and listen
to the music. Move the slider
bar to get the level that you
want.

Once you are happy with the
level click {Finish} to end the

Speakers or Headset test.
Please click the "Start tuning' button, then adjust the
volume slider to set the desired level.
Logitech USE Headset W ave ﬂ
Start tuning |
a ] 10
|
|
Cancel Finizh

audio wizard.

7/

If you are in a call and a participant says than can hear echo, you should hang up and re-run the

audio wizard, including ticking echo cancellation to make sure your audio system is set correctly

-
o
=
=

N ' ~ It has recently been noted that some browsers, in particular Firefox, can leave animations running

even when the browser is set as an icon. This can use a lot of the available Computer processing

-

0IN

=

capacity interfering with audio quality.

Setting up your Video System

If you suspect this is happening then stop your browser.

Your video system is usually easier to set up than then the audio system. When you first ran Visual Nexus it
If you change

should have benchmarked the system and set the types of video that your computer can support.

the camera or have any problems with the video it may be worth re-running the video set up.

Click on [Camera] to reveal the video
Here you ~can click on
[Benchmark ] to rerun the benchmarks, or
[Reinitialize ] to reset the camera.

wizard.

If you are in the USA then you may have
an NTSC camera and should select the
NTSC box. This should be unchecked in
Europe.

Clicking on the [Advanced ] button will
access the settings that are in the camera
driver enabling you to make changes to the
frame rate etc.

& Endpoint’s Configuration Options

«  Monitor

Advanced
Hardware

AddlIn

Camera Parameters

Configure the video camera the Endpoint will use. Select a

camera from the following list.
LJ Relnitialize

|W’DM-Q uickCar for Notebooks D eluxe

Mote:

IF your camera does not appear in
the list, please click on the
‘Relnitislize’ butkon,

The "advanced" button allows yau
to have access ko advanced camera
settings,

ideo Ok

lAdvanced... ‘ |

[ WNTSC Camera Format

{:‘-{Visuul Nexus®

Cancel

Copyright © Global VCS Limited
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4.4 Setting up the video layout

You can change the way you layout the Visual Nexus video windows on your desktop to best meet your needs.
Your local preview and the remote video can either be “docked” in a single window, or you can undock the remote
video window enabling the video to be stretched to the size that best suites your needs.

4.4.1 Docked video mode

To select the docked video mode click on [View] [Video Layout...] [Window Mode] and select docked
preview. This selects a single window with both the local and remote video in it. To change the size of the
remote video click on [View] [Video Layout...] [Video Size] . This will give you the option to set the video to
small, medium or large. Note the video size menu is not available if you are in undocked mode. Finally you
can select if and where your local video is displayed. Click on [View] [Video Layout...] [Preview] and you
can either turn your preview off or position it to the top right or bottom left of the main video.

4.4.2 Undocked video mode

In the undocked mode the local and remote video are in two different windows. The remote video can be
stretched in the usual Windows way to set the video to the size that you want. The video size option described
in 4.4.1 above is not available in undocked mode. You can turn off the preview video in this mode but as the
local and remote videos are in different windows the preview placement mode has no effect. To set the video to
undocked mode click [View] [Video Layout...] [Window mode] and select undocked Preview.

4.4.3  Other settings

There are two other settings in the Video Layout menu. The first allows you turn on or off the name of the
person you are talking to, or the meeting room you are in. The second allows you to turn of the audio slider
controls above the video window. These enable you increase the volume on the microphone and the speakers
while in a call.

4.5 Setting the Meeting Manager layout

There are a number of different display settings you can have in your meeting manager. For example always
start a call in full screen, display my contacts while | am in a call, the way you would like your contacts to be
displayed when you are online, etc.

. . Display Settings
To open the Display Settings panel select

[View] [Display Settings...] . The panel has four tabs for Common || Offine | Onine | Communication |
settings that are common to all modes and settings when you . Data
are offline, Online or making a call (Communications). The i
Select Select
most common settings are for the communications mode. [ Account Resize Video dialog||
You can check the start in full screen mode, show contacts [ Meeting [ Show Information D)
[] Member [ Full Screen Yideo Wil

while in a call and resize the video when you start a

Show Contact in col|
presentation or sharing session.

Cloze

GVCS08-02-04-002 Copyright © Global VCS Limited 12 of 31
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4.6 Displaying video in full screen

The visual Nexus video can be displayed in full screen during a meeting. You can do this by clicking the
maximize button on the video widow or by selecting [View] [Full Screen Video] in the Meeting Manager. If
you are using docked video mode you will need to click on the video (you may not be able to see the mouse
pointer) and the press <esc> on the keyboard. In undocked mode simply click the window button to return the
video size to the original size.

4.7 Using dual screens on your PC

Visual Nexus will work in dual screen mode if you have two monitors connected to your computer. You can then
put the video onto one of the screens and the meeting manager and other data or applications being shared on
the other monitor. The video window is best place on the second monitor (the one without the Windows controls
onit). To do this, simply drag the window as you would any other window on your desktop.

GVCS08-02-04-002 Copyright © Global VCS Limited 13 of 31
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5 Sending a message to a contact

Visual Nexus has an inbuilt text messaging system that you can use to send messages to contacts. You can
send these messages when you are in a meeting or when you are online but not in a call. It is useful for
checking if a contact is ready to accept a call or join a meeting. It is also frequently used by participants in
meetings to exchange notes without disturbing other participants in the meeting.

To open the text messaging window select [Tools] [Send Message...] .

5.1 Sending a message

Once you have the text messaging window open, you can type
the message into the lower panel in the window. Next you
must select the contact you want to send the message to.
Once you are happy with the message and that you have
selected the correct contact, click [send] and the message will
be delivered to your contact. Only contacts that are online will
appear in the drop down list at the bottom of the window. [¥] Send Message [ Cear | [ close |

Hello b ary, are you available for a meeting on Visual Nexus?

I ary Kline hd

All your messages appear in a single window. If you are messaging with more than one contact,

CAUTION always check you have the correct contact showing before sending the message.

5.2 Replying to a received message

If someone sends you a message the message window will
automatically pop up with the message in the top pane. It will
have the name of the person who sent you the message in front
of the text. Simply type your reply in the bottom pane, check
that the contact you want to send the message to is selected at
the bottom of the window and then click send. Your message
will be added to the list of messages in the top window.

Message

>»> Mary Kline
Hello bary, are you available for a meeting on Wisual Nexus?

<<< Mary Kline
Sure | am John, call me when vou are ready.

Send Message [ Clear ] [ Clase ]
|
tary Eline hd
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6 Making your first call

I Visual Nexus Meeting Manager CEX
Once you are online and your software is calibrated, you are ready to [ rrogram Actions Todls view Help

make your first call. You will be able to see which of your contacts is & & ¥ = 5 @

. - . . A‘B John Doe (online-Autodccept)
online and available by the green flash against their name. You can = [RERY Hesting Raoms 1]
make a person-to-person call by double clicking on your contacts name or [T Team Mesting (0/4)

. L. . . . i-‘. Test High Speed Connection (0f5)
by right clicking on their name and then selecting [Call this Contact ]. !;:_. Test Your Cormectian (0/8)

= s Contacts [3]
As the call is being connected you will hear their endpoint ringing, in just 2 Sg Al Contacts
. . & il Smith (offline)

the same way as a telephone rings. They can either accept your call or 4§ G George (onine)

reject it, just the same when a telephone call is made. If they are not at A Mary dine (online)
their computer the endpoint will ring for a preset amount of time and then
it will give up. If there is no answer, you can also click on the red
telephone in the Meeting Manager to abort the call. If you have missed a
call the Visual Nexus icon on the Windows task tray will switch to missed
call mode and you can see who called you by hovering you mouse over

) Meeting Manager —=amniill :ﬁ
the icon.

InComing Call If your contact calls you, and you have not set your software to auto answer, you

will hear a ring tone and the incoming call alert appears on your screen. This will
show you who is calling. You can accept the call by clicking accept or reject it by

Y'ou have an incoming call from:

Mary_Kline L. .
rnamny. klinel@xyzco. comm C|ICkIng reject

Once a call has been accepted the screen will change and you will see your

contact in the main video window and yourself in the preview window. You can

speak to and listen to your contact over the audio system.

1=! Susan_Rullo (= 2]
@ [ ==a===D] @ C] : ]

[ steve Davies

When you have finished talking to your contact you can end the call by clicking on the red telephone in the
Meeting Manager or by closing the video window.
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7 Joining a virtual meeting

Visual Nexus meetings take place in a virtual meeting room. ,"i'mual Nesiis Mo irm Marinssr E@@
When you are logged into the system you will see those meetings

Program Actions Tools Wiew Help

that are available to you. |# & | ¥ | 4 D
) ) ) ) .fas John Do {online-Autofccept)
There are two types of meeting rooms. First type is meeting 5 [ Mesting Rooms [3]
rooms that are always available and are used for ad hoc meetings [T Team Meeting (0/4)
. . IE‘ Test High Speed Connection {0/3)

when ever needed. The second type is meeting rooms that are T
reserved for a specific time and usable only by those people = 8 --
.. . . L. . = v All Contacks
invited into the meeting. This is just the same as reserving a & il Smith (offine)
meeting room in an office location. Always available meetings A4 GnuGearge (onling)

. . . . 4f  Mary Kline (onli
will be permanently displayed in your Meeting Manager. B Ve el

Scheduled meetings will only be displayed in the meeting
manager at they time they are available to see. To learn how to
reserve a meeting room see chapter 11 of this guide.

To enter a meet room simply double click on the meeting room.
To exit a meeting room click the red telephone on the Meeting
Manager.

| Meeting Manager ] ﬁ

7.1 Meeting room types

There are three main types video layout in meeting rooms, each used for different purposes

Single Video Window — If one or more of the endpoints attending the meeting room are video
conferencing room systems, the room may be set to have a single large video window. The image on
the window will then switch to show whoever is speaking at any time.

Multi video images — this mode is also called Continuous Presence. From one to sixteen video tiles
appear in a single large video window. An orange border will highlight the people who are talking. If
there are more people in the meeting than there are video tiles, just those that have spoken most
recently will be shown.

7.2 Different Meeting types

There are three different meeting types.

Open Meetings — any one can join the meeting. All participants can speak, can be seen and can share
data or make a presentation during the meeting

Private Meetings — only those people listed as having access to the meeting room can join the meeting.
Others will not see the meeting room in their Meeting Manager.

Chaired Meetings — A chairman controls the meeting. He can select who is allowed to speak and
which videos are displayed. Other users have a button on their meeting manager which enables them
to request permission to speak.
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7.3 Meeting room examples

CP4 four way meeting room CP16 sixteen way meeting room
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8 Calling someone that's not a contact

Most of the people that you call or have meetings with will also be users of the same system as you are and will
be in your contact list. However, sometimes you may need to call someone who is not one of your contacts.
For example, you might want to make a call to one of your customers that has a video conferencing system in

their board room. _ .

With Visual Nexus you can call directly to someone not

. ) . . Cal |

in your contact list. Click on the green telephone while < Besh]

logged in and the call window will be shown. Firstly Destination: ~ |127.104.56.93 |
Tupe

select the way you want to address the remote device.
For a video conferencing room system this will usually
be by IP address. You can then enter the destination
address and click on call. The advance button allows
you to select the bandwidth that you will call at and

(O H323alas EI64No (&) IP address

allows you to even select the audio and video codecs to
be used for the call. Normally you don’t need to worry

about this and Visual Nexus will negotiate with the l:
cal Close

remote device to find the best settings for the call.

Another use for direct dialling is to call someone in who is not in your organization but still uses the same Visual
Nexus system. An example may be a customer who has been given a Visual Nexus guest account but who is in
a private part of the system and can not be added to your contacts. In this case they will have been given an
E.164 number and you can call them directly by entering this number into the call window.
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9 Changing settings while in a call

While you are in a call it may be necessary to
change the audio levels or to mute the speakers or
you microphone. There are two controls above
the main video image which enable you to do this.

On the left and highlighted in red, are the speaker
controls. Clicking on the speaker icon will mute
the speakers and puts a red cross on the icon.
Clicking again mutes the speakers. There also a
slider for increasing or reducing the volumes of the
speakers.

On the right highlighted in green, are an equivalent
set of controls for your microphone. Click on the
icon to mute your microphone and use the slider to
increase or reduce its sensitivity.

Please note that these controls can be hidden using the [View] [Video Layout...] menu on the meeting
manager.
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10 Data & application collaboration

Visual Nexus has four different modes for collaboration available in Virtual meetings. These provide the most
comprehensive set of tools available for showing data and sharing applications during your meetings. Each of
the modes is designed to be used for different tasks as described below:

Collaboration When to use Features

Tool

PowerPoint Make a presentation in a virtual meeting High quality image with full graphics maintained
Presentation using a PowerPoint slide set Annotation toolset to help with presentation

Control can be shared among participants

Application To edit a document or file among a group |Full application features available to all.
Collaboration or to collaborate on a design project Control can be passed to all participants
Good image rendering

Play Media For training or to show video or graphic Ease of use with full voice over.
images in a virtual meeting Pause, rewind, forward, stop.
Picture In Picture
Share Content Display any windows application in a Annotation and White Board
(H.239) virtual meeting with video room systems

10.1 Starting the different modes of collaboration

Each of the different collaboration modes are started from the Meeting Manager.

In each case click on the icon or the menu item to start using the took
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10.2 Play Media

This tool enables you to play video files or show digital images over the video link. The video or image sent
replaces your video in the meeting, although you can still be seen as a picture in picture image in the video
window.

To open the Play Media window select
[Actions] [Play Media...] . The media streaming
window will open up.

The controls for play media

Browse and add a media file to the
‘Play list’

Select a media file from the ‘Play
list" and click to remove

Remove all ‘Play list’ files

Play the selected media file

Pause the media file being played

Stop the media file being played

Select next media file from the ‘Play
list’

Select previous media file from the
‘Play list’

To start showing the video or image highlight the file in the window and then click the green play button. If you
are showing a jpg image it will only be displayed for a few seconds so you need to select the pause button while
the image is still being displayed.

The three buttons on the lower left side of the window enable you to have picture in picture, to turn yourself of or
to make your video occupy the whole video window.

10.3 PowerPoint sharing

This tool enables you to give a PowerPoint presentation in a virtual meeting.

For PowerPoint sharing to work all of the participants in a virtual meeting must have PowerPoint

CAUTION loaded on their computer

To start PowerPoint sharing you must activate the ‘Share Document’ Toolbar by clicking the icon on the
toolbar.
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Select Document

You first need to locate the document you wish to share by
clicking the ‘Select Document’ icon to display the ‘Select
Document’ screen.

Click the Browse [...] button on the screen and browse for the
PowerPoint document that you wish to share, and click [Open].
Now click [Send] on the ‘Share Document’ screen to send to all
participants and open the file for viewing.

It is possible to distribute a document ahead of a meeting. In this
case the document will be displayed in the list of documents in the
‘Select Document’ screen. Double click on a previously sent

document to begin sharing it with all participants.

Once the PowerPoint presentation has been distributed and displayed a new set of tools are available to help

with the presentation and to annotate the slides

Share Document Tools

D G
N

Navigation Tools

Drawing Tools

]
\
Share Document Tools

Select a document to share

Close the shared document

Change the document view size

Stop / Start synchronisation of the document

Chairman can Allow / Prevent control of shared document

Capture screen image

Navigation Tools
Go to the first slide in the presentation

Go to the last slide in the presentation
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Back one slide
Move to next slide

Open jump screen to move directly to a slide

Drawing Tools
Unselect drawing tools
Free hand drawing
Draw an outline circle
Draw an outlined rectangle
Insert text
Clear all annotations
Select and erase chosen annotations
Draw a line
Draw a filled circle
Draw a filled rectangle
Turn the pointer on or off

Undo last clear action

Graphic Tools
Select colour for drawing tools
Select font for Text tool
Select line thickness for drawing tools

|
N
Slide effects are maintained and slide transitions are quick as the PowerPoint presentation is being

run on each participants own copy of PowerPoint and only minimal data is being transferred.

POINT
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10.4 Application Sharing

You can use Application sharing to collaborate using a Windows application while in a person-to-person call or in
a virtual Meeting room. In addition to sharing application you can also use this feature to share files. To start

application sharing Click [Application Sharing] button to open the Application Sharing tool bar

Application Sharing tool bar

Application Sharing Tool Bar Buttons
Select the application to be shared
Exit Application Sharing
Allow a remote user to control your application
Request control of a remote application
Redraw screen
Change display mode

Configuration

To start sharing an application you must first start that application on your computer. Then Click [Select the
application] on the application sharing tool bar to open [Select Application] dialog.

Select the application you wish to share from the list, and click the
[Share] button. The shared application is visible on the screens of
all the Meeting participants who will be able to see all activity in the
application.

If you started application sharing before you started the application
you want to share, simply start the application and then click
[Refresh ] and the application will appear in the list.

You can share multiple applications and different participants in a
virtual meeting can share applications at the same time.

Shared applications can be displayed in two modes on the remote
PC’s screen, window mode and full screen mode. In window mode

the application is displayed in a window that identifies the owner of

the application. The remote user can move and resize the window

on their desktop. In full screen mode the application appears as if

it is running on the desktop of the remote user's PC and may only

be moved by the person sharing the application. The shared
application will be displayed in window mode by default.

You can change the display mode using the [Display mode] button.
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A Meeting participant can request control of a shared application by clicking [Request Control] button on
the toolbar to request control of the application. The person sharing the application will see a ‘Request’ screen
from which they may answer either [Yes] or [NO] to the request.

Granting permission allows the requesting party control privileges over
the application. The member who has been granted control privileges
will be able to control the application as if it were running on their own

PC. Application owners can also grant permission to other users by o
clicking [Allow Control] button.

When you have shared an application, you can immediately regain control at any time by clicking [Allow
Control] button on the toolbar.

To stop sharing an application, select the shared application in the [Select Application] window and click the
[Unshare] button.

10.5 Share Content

The share content tool enables you to share data with Video Conferencing room systems equipped with H.239
data sharing. It allows you to share a local application running on your computer as a video window on the video
client of remote participants.

To start share content you must first enable it on your endpoint. To do this select
[Tools] [Configurations]  [Enable Share Content]

N~
Q You must activate share content on Visual Nexus before you make a call in which you want to use it.

POINT

Once share content is active this you will notice the Share Content icon on the Toolbar is available. Click
on this icon to bring up the share content tool bar, which is used to control a share content session.

Share Content Toolbar controls

Select the application you want to share.
Stop Share Content

Redraw the screen

Annotation mode activated

Close annotation mode

Whiteboard
Fluidity Set priority on fluidity of the screen update frequency
Quality Set priority on quality of the screen image.
VGA Share content with VGA (640 x 480) resolution.
XGA Share content with XVGA (1024 x 768) resolution.
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To start sharing an application click [Select application] button on the [Share Content] tool bar to open
[Select application] dialog.

Select the content you want to share from the list and click [Share] button to start Share Content

To stop sharing an application select the name of the application you are currently sharing and Click the
button on the [Share Content ] tool bar.
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11 Using the web portal - VNOnline

You first saw the Visual Nexus web portal, VNOnline, when you downloaded and installed your copy of the
software. Now you are using Visual Nexus the most valuable the web portal is used for is to let reserve virtual
meeting rooms.

11.1 Reserving a Meeting Room

As with any meeting, before you invite attendees you need to reserve a meeting room. With the Visual Nexus
Meeting server this is easily accomplished by accessing the ‘Visual Nexus Online’ web portal of the on the
meeting server. You can do this by selecting [Tools] ] [VnOnline...] which will open your browser at the
VNOnline login page. Login using your usual login name and password and click the [Login] button you will be
directed to your personal page in “Visual Nexus Online”.

To start reserving a meeting room select the [Reservation] tab in the title bar to enter the ‘Reservation’ screen.

The reservation of a Meeting is accomplished through the use of ‘Templates’. Your Administrator has prepared
Templates that best address the communication needs of your business. The ‘Templates’ will be displayed in the
‘Template Name’ column. When you hover over the Template name it will give you details of the meeting room.

Once you have decided which Template best suits your Meeting needs, click the ‘New Reservation’ icon for
the date you wish to make a Meeting Reservation.

|
N~
The schedule list shows dates for one week, including the current day. If you wish to select a date not

displayed, click the icon at the top of the schedule to move to that date.

POINT
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You will now have a new browser window in which to enter the details of your meeting. On the Reservation
screen enter a name for your meeting in ‘Meeting Name’, a ‘Start’ and ‘End’ times and select the Meeting
participants you wish to attend the meeting and then click [Add].

L You can select [Auto Invite] to set automatic calls from the meeting server. The meeting server will
Q call in all the Users to the meeting at the time you reserved the meeting. You can also have an

POINT option to call users into the meeting a few minutes before the scheduled start time.

If your Administrator has enabled Email notification then you will be able to email notification for the reserved
Meeting. To do this, edit the ‘Subject’ text (default text is ‘subject_text’) and the ‘Mail Text’ to provide a more
descriptive reason for the meeting and then click [Send Mail] to send the mail to the meeting participants
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Appendix B - Glossary

11.2 Visual Nexus

Visual Nexus

Visual Nexus is a virtual meeting solution for dispersed teams and organisations allowing them to collaborate as if
they were in the same location. It provides high quality audio and video communication with tools to share
information and applications and manage meeting either in person to person calls or multipoint conferences..
Visual Nexus is developed by OKI Electric Industry Corporation.

Visual Nexus Online

Visual Nexus Online, or VNOnline, is a portal provided by the Visual Nexus Meeting Server. A non-registered
User may download the Visual Nexus Endpoint client for installation on to a PC. A registered User may access
the portal to make meeting reservations and notify required participants.

Visual Nexus Meeting Server

The Visual Nexus Meeting Server provides a video / audio / data Multipoint Control Unit (MCU) with a built-in
GateKeeper, Presence Server and Web portal administration capability.

Visual Nexus Client Endpoint

The Visual Nexus Client Endpoint is a Windows® desktop client application providing business quality video and
audio communication plus a full set of data sharing and application collaboration tools.

Visual Nexus Secure Transport

The Visual Nexus Secure Transport enables video and audio calls and collaborative conferences across network
boundaries.

11.3 Visual Nexus Roles

User

A User is defined as a Visual Nexus participant in either a person-to-person call or meeting that participates in the
call but has no specific control over the conference.

Chairman

Moderated meetings may be assigned a Chairman to control the meeting. The assigning of a Chairman may be
performed by your Administrator or when a User schedules a meeting via the Reservation system.. The
Chairman may control audio and video selection as well as data functions during the conference to manage the
Meeting. The Meeting may be configured as ‘Open Forum’ — everyone may speak; Side Meeting — Chairman has
a private conversation with a participant, or ‘Presenting’ — participants have to makes requests to the Chairman
for permission to speak.

System Administrator

A User that can perform Visual Nexus system administration. An Administrator account is created by default
when the Visual Nexus system is installed. The Administrator account may be replaced with an alternative User
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who has been granted Administrator privileges. There must be at least one User with administrator privileges in
order to conduct Meeting Server system administration.

Organization Administrator

A User that can perform administration tasks within an organization on a Visual Nexus multi-tenanted server.
An Organization Administrator account is created by the System Administrator when the organization is created.
The Administrator account may be replaced with an alternative User who has been granted Administrator
privileges. There must be at least one User with administrator privileges in an organization

11.4 Standards

E.164

An ITU-T (International Telecommunication Union) E series recommendation, representing a numbering plan for
international electronic communications. An E.164 number uniquely identifies a public network termination point
and typically consists of three fields, CC (country code), NDC (national destination code), and SN (subscriber
number), up to 15 digits in total. This can be thought of as your Service number.

H.323

An ITU-T "umbrella" of standards for Packet-based multimedia communications systems. This standard defines
the different multimedia entities that make up a multimedia system - Endpoints, Gateways, Multipoint
Conferencing Units (MCUs), and Gatekeepers -- and their interaction over an IP-based network.

H.323 Alias

An identifier (name) for a terminal, User or Meeting using H.323 protocol. When conducting video streaming
using H.323 protocol, the values identifying terminals, users or Meetings are assigned; however, these values are
extremely difficult for humans to comprehend. Therefore, a separate name (alias) represented by a character
string is also assigned. This can be thought of as your Service number.

ITU-T (International Telecommunication Union Teleco  mmunication Standardization Sector)

A sub-organization of the International Telecommunication Union (ITU), serving as the standardization sector for
electronic communications. The development body for international standards related to telecommunications.

H.239

H.239 is an ITU-T recommendation from the H.32x Multimedia Communications' macro family of standards for
multimedia communications over various networks. You can have the ability to send a computer or video
presentation along with a video conference session with H.239.
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