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1 About this Manual

This Manual provides instructions on how to use V-CUBE Meeting 5.

2 About V-CUBE Meeting

2.1 Overview

V-CUBE Meeting is a web conferencing system that links computers, smartphones, mobile phones and/or
tablets in a number of different locations over the Internet to allow the exchange of audio, video, data and
more. By using this system, widely separated locations can be linked through real-time audio and video,
allowing two-way visual communication.

2.2 What Meeting Can Do

Stream audio and video to all locations of meeting participants
Allow communication by instant messaging

2.3 Meeting Participants

2.3.1 Participants
Participants have unlimited access rights to stream audio and video to all locations, and to use all Meeting
feature, including instant messaging and various meeting settings. All participants have equal rights to
perform any operations they want.

2.3.2Invitees
When a participant has scheduled a meeting, invitations can be sent to people by email. An invitee can
enter the meeting room just by clicking the URL in the main body of the invitation email. They do not need to
have an ID or password.

©2015 V-cube. Inc. All Riahts Reserved.
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3 Before using Meeting

The “V-CUBE Meeting 5” application and the following software are required prior to using V-CUBE Meeting
5.

+ .Net framework, version 4.5 or later (Windows only)

+ Most recent version of Flash Player

Check whether these are installed on your computer.

3.1 Installation

Step 1. Click Download V-CUBE Meeting 5 in the upper right of the screen after logging in.

If you are not logged in, go to  <https://mtg5l.vcube.com/services/download/flow.php> to install the
application.

7 v-cuseeerns 5

Home

Step 2. Follow the instructions on the screen to install the application.

The application launches automatically once the installation is complete.
The application launches when logging in to Windows and remains in the Notifications area of the task bar.
On Macs, the application will remain in the menu bar after launch.

Note 1. On Windows, a Windows Security Alert dialogue box may appear when the application is launched for the first time.

Allow V-CUBE Meeting 5 access through Windows Firewall by clicking Allow access.

9 Windows Security Alert @

@ Windows Firewall has blocked some features of this program

Windows Firewall has blocked some features of V-CUBE Meeting 5 Lite on all public and private

networks.
Mame: -CUBE Meeting 5
E= pyblisher: V-cube, Inc.
Path: Ct\program files (x86) \w-cubelwSlitev-

cube_meeting_5_lite.exe
Allow V-CUBE Meeting 5 Lite to communicate on these networks:
| [ frivate networks, such as my home or work network

[] Public networks, such as those in airports and coffee shops (not recommended
because these networks often have little or no security)

What are the risks of allowing a program through a firewall?

[ 'g'AIIowamess ] Cancel

©2015 V-cube. Inc. All Riahts Reserved.
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If Elash Player is Not Installed
Download and install the latest Flash Player from the Adobe Systems website.
Flash Player is required to confirm whether the application is running when starting a meeting.

The screen below will appear when using a user account without Admin authorization. Enter the password to
the administrator account.

% User Account C_omml I ; . “

() Do you want to allow the following program to make

" changes to this computer?

Program name:  Adobe Flashplayer Installer
Venfied publisher: Adobe Systems Incorporated
File onigan Downloaded from the Internet

To continue, type an administrator password, and then click Yes

” [EUser
Pasvword

¥ Show detads Yes No

The screen below will appear.
Click Install and proceed with the installation of the V-CUBE Meeting 5 application. At the same time, install
a .Net framework.

V-CUBE Meeting 5 Lite - InstallShield Wizard L

V-CUBE Meeting 5 requires the following items to be installed on your computer, Click
|| Install to begin installing these requirements,

Status Requirement
Pending Microsoft .NET Framework 4.5 Web

[ Hmstal cancel

©2015 V-cube. Inc. All Riahts Reserved.



W V-CUBE Meeting /)

The screen below will appear when using a user account without Admin authorization. Enter the password to
the administrator account.

g x

Do you want to allow the following program to make

changes to this computer?

r Program name:  VeubeMeetingd  _5.0.0_setup
Verified publisher: V-cube, Inc.
File crigin: Downloaded from the Internet

To continue, type an administrator password, and then click Yes.

IEUser

| Password

v Show details

3.2.1 Preparing a Web Camera and a Microphone
Meeting makes possible interactive communication with audio and video streaming. You will need a web
camera, a microphone, a headset and a speaker.

Note 1. Please see our website or contact us directly for our recommended web cameras and headsets.

©2015 V-cube. Inc. All Riahts Reserved.
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Browser *1

Internet Explorer 11

Internet Explorer 10

Internet Explorer 9

Internet Explorer 8

Internet Explorer 7

Mozilla Firefox (latest version)
Google Chrome (latest version)

Safari (latest version)
Google Chrome (latest version)

0S*2*3

Windows 8.1
Windows 8
Windows 7

Mac OS X 10.9(Mavericks) and above

Flash Player

Flash Player (latest version)
.Net Framework 4.5 and above

Flash Player (latest version)

Computer
Performance

<CPU>
Core 2 Duo 2GHz and above
CPU meeting the above requirements

< Built-in Memory>
2GB and above

<VRAM>
2GB and above

<CPU>
Core 2 Duo 2GHz and above
CPU meeting the above requirements

< Built-in Memory>
2GB and above

<VRAM>
2GB and above

Internet Speed *4

Download : 512Kbps and above
Upload : 384Kbps and above

Download : 512Kbps and above
Upload : 384Kbps and above

The abovementioned is

Note 1.

based on the results of verifications conducted by our company. It does not
guarantee operations in all environments.

Enable JavaScript and accept Cookies on your browser for the service to fully functions.

Note 2.

Only Desktop mode is tested for Windows 8 and 8.1.

Note 3.

Please note that the application is not compatible with Mac OS X 10.8(Mountain Lion) and below.

Note 4.

Refers to absence of a proxy or handling of the bypass. Although connection is possible even when the line speed is

below the operating conditions, degradation or disconnection may occur.

©2015 V-cube. Inc.

All Riahts Reserved.
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4 Logging In

V-CUBE Meeting (Meeting) can be used either by logging in from V-CUBE One or by logging in from the
Meeting website.

41.1 Logging in from V-CUBE One
Enter < https://lone.vcube.com/> in the address bar of your web browser to access the login page.

e =) https://onevcube.com/

Step 1. Enter rID an wor nd click the L ogin n.

V-CUBE '.‘ ON E

V-CUBE ID

Password

Select Language : | English -

? Foragot password for V-CUBE ID? & To "Control Panel” for V-CUBE One

Step 2. The services you can use are displayed. Click V-CUBE Meeting 5.

Service Now Using

WY Vecting 5 V|V VIV ey

You have now finished logging in.

©2015 V-cube. Inc. All Riahts Reserved.
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41.2 Logging in from V-CUBE Meeting 5

Step 1. Enter < https://mtg5Lv .com/servi login/> into th r r of rw rowser
to display the login page.

e : | https://mtg5l vcube.com/services/login/ D~ &

Step 2. Enter r D an word, and click the Login button.
Click Language if you want to configure the language and timezone.

Language ¥ -]

Use PIN Code to join Forgot password for V-CUBE 1D?

You have agreed to our Terms & Conditions to use our services,

Download the application

You have now finished logging in.

©2015 V-cube. Inc. All Riahts Reserved.
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41.3 Participating in a Meeting by Entering a PIN Code
You can enter a meeting room by entering a PIN code.
The PIN Code is included in the invitation email you have received sent for scheduled meetings and from
within meeting rooms. It can also be checked in the meeting room information after entering the meeting
room.

Step 1. Enter < https://mtg5l.v .com/servi login/> into th r r of rw rowser t
display the login page.

@ https://mtg5l.vcube.com/services/login/ Je

Step 2. Click User PIN Code to join

O

V-CUBE Meeting

Language ¥

Use PIN Code to join Forgot password for V-CUBE ID?

You have agreed to our Terms & Conditions to use our services.

Download the application

Step 3. Enterthe PINC nd click the Login button.
Click Language if you want to configure the language and timezone.

O

V-CUBE Meeting

_ —

Language ¥

Login with V-CUBE ID and password.

©2015 V-cube. Inc. All Riahts Reserved.
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4.2 About the V-Cube Meeting 5 Application

The V-CUBE Meeting 5 application appears on the task bar once installation is complete.
Right clicking on it allows you to check all settings.

Step 1. Right click on V-CUBE Meetin in the task bar. Q

Check settings as needed.

View connection status
Preference...

Check for Update...
Help...

Wisit V-CUBE Meeting 5 website...

Cuit V-CUBE Meeting 5

® View connection status
Displays the connection status.

® Preference
No changes required when being accessed from the Cloud. Changes when accessed from an
on-premise environment.

® Check for Update
Allows you to check information on updates.

® Help
Allows you to check how to enter a room.

® Visit V-CUBE Meeting 5 website
Displays the< https://mtg5l.vcube.com/services/login/>Log In page.

o uit V-CUBE Meeting 5
Quits V-CUBE Meeting 5

©2015 V-cube. Inc. All Riahts Reserved.
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You can change the Language, Time Zone and Name from the Preferences menu.
The Preferences can also be changed by participants who are invited through invitation emails.

Step 1. Click Preferences in the Others tab.

I Home Reservation Schedult | Othi - Logout
—
A

Manuals
Room Search I

20 ports I=ft
I Room List ! omM1 (L LLLIRRCLLLE Automatic vlLanguagE VI
ROOM1 Admin Page
No participants Start
ROOM2
ROOM3
< 1 . [ scheduls Mesting scheduled Mesting 0
ARBINE . )y et e v v vt e ic e it oae e rrn sege e ot e gt
Manuals Admin Page
Preferences
You can change your preferences.
1) Language English v
2) Time Zone | GMT + 09:00, Japan, Korea Standard Time & Australia Western Daylight Time W
Name | vcube project ‘
3)
4) | 1 Change ‘

43.1 Selecting Language
1) Select the language you want to use from the Language pull-down menu.

43.2 Setting the Time Zone
2) You can select your time zone from the Time Zone pull-down menu.

4.3.3 Setting the Name
3) Entering a name in the Name field saves you from having to enter the name you will use when entering a
meeting room.

-10 -
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434 Applying the Settings
4)  When you have finished configuring the settings, click the Change button.

-11 -
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5 Main Page
This provides information on the Main page that is displayed once you have logged in.
1) I Home I 10)
i H 3
Room Search @ 20 oot
I Room List ROOI PR Auomatic | 6) [ | fLangusge f;l
ROOM1
2 e A ..
ROOM2
ROOM3
n ¢ sossseneef Y
Information e
12)
V-CUBE Meeting 5 Lite has been Upgraded
B T 11) Mangols Preferences ~ Admin Page
1) Thisis the menu bar for the Main page. Clicking the tabs for each page will take you there.
2) When there are multiple meeting rooms, the first five rooms are displayed in the Room List from the top
down.
When there are five or more meeting rooms, use the arrow buttons to navigate back and forth between
the pages of the Room List. The number of people currently in meeting rooms in use is displayed beside
the meeting room name.
(No number will be displayed if no one is in a room.)
3) Displays the meeting room status. The plate indicates in a Meeting if there is an ongoing meeting in the
meeting room whereas vacant is displayed when no meeting is held there.
4) Displays the meeting room name that has been set.
5) Displays the number of users currently using the meeting room. Also displays the names they entered when
they entered the room.
6) Allows you to select your language.
7)  Allows you to enter a meeting room.
8) Click the Schedule Meeting link to move to the Schedule Meeting page.
9) Click the Scheduled Meeting link to check the details on scheduled meetings. Meetings currently in progress
can also be checked.
10) Click this to log out from the User page.
11) The same items as those listed in Others in the menu bar are displayed in the lower right of the page.
Clicking the tabs for each page will take you there.
12) Displays V-CUBE news.

13) Displays the version information of the V-CUBE Meeting you are using.

-12 -
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511 Reservation
Click on this tab to schedule a meeting ahead of time.
You can let users who do not have a User ID or password participate in teleconferences by using the
invitation function.

Home @@UEELUNIONY  Schedule Others - Logout

Schedule Meeting

Meeting Room

Date and Time E: —
oo | 8 59

Date and Time

Time Zone GMT + 09:00, Japan, Korea Standard Time & Australia Western Daylight Time hd

Title

51.2 Schedule
Click on this tab to view a list of scheduled meetings.
You can also check or change the details of the scheduled meetings, or cancel them.

Home Reservation @ Others ~ Logout

Schedule

Room Name : [ROOM1 Vv =

Showi

Showing 1-1 out of 1 ng[20_v|
Title @ @ Date and Time B & Detail/Setting Edit Cancel
testol 2015/05/01 18:50 ~ 2015/05/01 19:50 (GMT +8) | Detail | ‘ ) Edit | ‘ El cancel |

The calendar display can be switched between daily view, weekly view and monthly view by clicking the
calendar icons.

-13-
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Schedule Schedule
Room Name : [ROOMT V]
2015/5/1 ~ 2015/5/7 « | < | Today | >
sun Mon Tue
I ROOM1
s/a{Fri) sf2(sat) 5/3(sun) 5/4(Mon) 5/5(Tue) Sf6{wed) 5/7(Thu)
18:50-19:50 3 4 s
testg
10 n 12
7 18 19
24 25 26
n

Click on this tab to go to any of the following pages.

Schedule

Reservation

I Home

Manuals

.. Room Search

I Room List Preferences  RIYE]
ROOMA Admin Page
NO partcipants
ROOM2
ROOM3
«| 11 [» ['g schedule Meeting

Manuals: Click on this item to download V-CUBE manuals.
Preferences: You can change Language, Time Zone and Name.

2015/5

20 ports left.

Location : Japan aNGlEYilY

vILanguage vl

Admin Page: Click on this item to go to the Log in to Administrator page.

The items listed in Others are displayed also in the lower right of the page.

Manuals

Start

Preferences

Scheduled Meeting 0

Admin Page

-14 -

©2015 V-cube. Inc. All Riahts Reserved.



A" v-CUBE Meeting 5

6 Scheduling Meetings

This describes how to schedule a meeting.

6.1 Adding Contacts to Your Address Book

When using the Invitation function when scheduling a meeting, you can send invitations by email to your
contacts in your address book.

This will explain the steps for adding new contacts to your address book.
Note 1. You can add up to 2000 new contacts to your address book.

Note 2. The importing of contacts is possible using address book management on the Administrator page. Refer to ‘6.

Updating Administrator Page’ in the V-CUBE Meeting User Manual.

Step 1. Go to the Schedule Meeting page.

- | |§|L‘]g the Reservation tab

Reservation

Schedule Meeting

Meeting Room

Date and Time J! -

Time Zone GMT + 09:00, Japan, Korea Standard Time & Australia Western Daylight Time N4

Date and Time

‘ Narrow with region Clear

Home

Room Search [7]
(& 20 ports left.

I Room List ROOM1 [L-LLLIESELEL I Automatic vILanguage vl
ROOM1 0 /20
Mo participants Start
ROOM2
ROOMZ
171 "o Schedule Meeting Scheduled Mesting 0

The Schedule Meeting page is now displayed.

- 15 -
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lick the Add Kl : I Setti

Invitation Email Settings «

[]5end Reminder[?] []Send in HTML format

” N
(G o)
e e(s).

Enter the infori

Invitee(s)

(2 About Time Zone

Name E-mail Language Time Zone Delete

v| | [Same as Inv V] E‘

| || | [Engish

Step 3. Click the Add Member button.

Check the box for the members you would like to invite and click “Invite”.

E Close

(| £ Add Member

| | [[]Shared address| [Elsearch | Enter mame, group, or e-mail address and search

ion for h item.

Step 4. Enter or sel n

Add Member

Enter the information below and click "Submit."*are required fields.

Name 3 ‘ |

Name(Reading)

Time Zone

Group Unbelonging v
E-mail 3%
Language

[Not Selected

v

| I3 Back \ \ EJ Submit \
A group can be created with Edit Group in Address Book on the Administrator page.

Step 5. Click the Submit button.

Once the addresses have been added, you will return to the list of members. The added addresses are

displayed.

Note 3. The address book display is sorted automatically. Therefore, please note that newly added contacts will be shown at

the bottom of the table.

Check Name @@ Name(Reading) 0@ Groupd@ E-mail [Oj& Language @@ Time Zone O@ Edit Delete
i i @
O Hanako Suzuki Unbelongin suzulqhanakoL veub English GMT +0 | EJ Edit | | El Delete |
g 2.00.]p
[1 | Ichiro Tanaka ;lnbelongm :;a;;kmchlro@vcube.c English GMT +2 | £l Edit | | E1 pelete |
Unbelongin | yamadatarou@wvcub ) N
[0 | Tarou Yamada g e.cop English Not Selected | El Edit | | El Delete |
-16 -
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Step 1. Go to the Schedule Meeting page.
The Scheduled Meeting page is accessed by clicking the Reservation tab on the Main page or the
Schedule Meeting link at the bottom of the meeting room.

- Using the Reservation button
5yt Reservation Schedule  Others ~ Logout
Schedule Meeting
Meeting Room  |ROOM1 v
Date and Time |, .
sy -
2l
Date and Time
Time Zone GMT + 09:00, Japan, Korea Standard Time & Australia Western Daylight Time v
region ‘ Narrow with region
Title
- Usi | ing li
I Room List LR ELEL I Automatic vILanguage VI
ROOM1 0 /20
No participants Start
ROOM2
ROOM3

<« 171 » [ schedule Meeting Scheduled Meeting 0

This displays the Schedule Meeting page.

Step 2. Select the Meeting Room to schedule for a meeting.
Meeting Room

Note 1. These are the settings when there is more than one meeting room. They are not required when your contract only

allows one meeting room.

-17 -
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Step 3. Select the date and time to schedule a meeting.

1
) s |5 [0 -
2015/05/01 | [@ :
Date and Time

2) Time Zone [GMT + 09:00, Japan, Korea Standard Time & Australia Western Daylight Time v

Date and Time

Narrow with region || Clear

m
[=]

(1) Set the date, start and finish times for the meeting.

Click the calendar icon ( el ) to set the start date for the meeting from the displayed calendar.
Note 2. This calendar is based on the date settings of the computer you are using.
(2) Set the time difference from GMT.
Make your selection from the pull-down menu or type in your region and click the Narrow with region
button to filter your search.

Step 4. Enter the meeting room name.

Title |

Step 5. Configure the invitation email setting.

Invitation Email Settings is selected by default.

Deselect the check box if you do not want to send invitation emails and instead move on to schedule the
meeting.

If you want to configure the invitation email settings, make the necessary entries.

Step 6. whether nd a remin

Selecting this option will cause the invitation email to be resent an hour or two before the meeting starts.
Note 3. The reminder will not be sent when there is less than an hour before the meeting starts when it is scheduled.

[ Invitation Email Settings v

Send Reminder [7] | Se

-18 -
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figure t ing for invitati i

You can send invitation emails in HTML format by selecting the check box.
Invitation Email Settings =

Send Reminder [7] | W] Send in HTML format

Note 4. Once disable is selected for HTML Mail Settings in Invitation Email Settings on the Admin Page, the Send in

HTML format section will not appear on the Schedule Meeting page.

Step 8. Enter the data for the people you want to invite.

ivicels) (SRR

Enter the information of invitee(s). et Tice Zoc
Name E-mail Language Time Zone Delete
| | | | [ English v| [Sameasinv v| |H

Add Invitee

There are two ways to enter information about the people you are inviting: using your address book or by
directly entering their information.

- Using your address book
(1) Click the Address Book button.

(2) You can select the members to invite from Address Book.
Select the check boxes by the names of the members you want to invite.

Address Book B Close
Check the box for the members you would like to invite and click “Invite”.
Add Member
[shared address | [8}search | Enter name, group, or e-mail address and search
Showing 1-3 out of 3| Selectall || Deselectall
Check Name@@ Name(Reading) O/a@ Group OE@ E-mail @@ Language @@ Time Zone 0@ Edit Delete
@
O Hanako Suzuki Unbelongin | suzukihanako@veub English GMT +0 Edit El Delete
el e.co.)p
[0 | Ichiro Tanaka ;nhelongm ;a]n;ka\:h\ro@vcube.c English GMT +9 Edit El Delete
Unbelongi data b
O [ Tarou ‘Yamada nbelongin - yamacatarou@vey English Not Selected Edit E3 Delete
g €.co.jp
select all || Deselect all
Add E Close
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(3) Click a pulldown menu and select the option you want for an invitee to change the setting.

Enter the information of invites(s). (%) About Time Zone
Name E-mail Language Time Zone Delete
‘ Hanako (Suzuki) | ‘ suzukihanako@vcube.co.jp | | English Vl |GMT +0 V| x|
‘ Ichiro (Tanaka) | tanakaichirofvcube.co.jp | | English Vl |GMT +9 V| x|
‘ Tarou (Yamada) | vamadatarculvcube.co.d9p | | English Vl |Same as Inv V| [ x|
Enter the information of invitee(s). 3) 4) 7) About Time Zone
1) Name 2) E-mail Language Time Zone Delete
‘ ‘ ‘ ‘ [English v| [Sameasinvv| HE
6) Add Invitee 5)
1) Enter the person’s name. 2) Enter the person's email address.

3) Select the language the person being invited will | 4) Select the time zone for the person being

use. invited.

5) Click the button to delete the information for the | 6) Use this option when you want to invite more

person in that row. than one person.
Click to add a new line.

Step 9. Enter the inviter’s nam

invitgtion eomail sender detgil

[l Remember this

MName : Yamada

E-mail : | yamada-vEvcube.co.ip | [ Remember this

Message : yoroshikuonegaiitasimasu

If you do not want to save the inviter's name and email address, deselect Remember this.

-20-
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Step 10. Set up the organiser.
Use this option when the organiser of the meeting and the inviter of the invitation emails are different.

(Example: when the meeting is being scheduled by someone on behalf of the organiser)

Select the Same as Inviter check box. Alternatively, select the Enter organizer Information check box,
enter the name and email address of the organiser and set up the language and time zone.

If you do not want to save the organiser's name and email address, deselect Remember this.

Organizer Nl

() Ne (O Same as Inviter (@ Enter organizer Information
Enter organizer's name and e-mail address.
Name : | | Remember this
E-mail : | ‘ Remember this
Language :|Japanese V|

Time Zone : [Same as inviter V|

Step 11. Set a password.

You can set a password for entering a room to attend a scheduled meeting when you select the Password
Settings check box.
If you have set a password, it will be included in the invitation emails sent to the meeting participants.

[w] Password Settings «

* & to 16 alphanumeric characters.

| | { Retype password )

Step 12. Click the Next button after all settings hav n m . MNext
This displays the details of the scheduled meeting.
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Step 13. Set whether the email r fth rticipants will be registered in the A

If you select the Add this contact to your Address Book check box, the selected email addresses are
registered in the Address Book. The registered email addresses in the Address Book can be used for
scheduling the next meeting.
Deselect the check boxes if the registration of email addresses is not necessary.

& Ichiro( English )J[JAdd this contact to your Address Book
= tanakaichiro@vcube.co.jp
) GMT +9

Invitee(s)
& Tarou ( English ) [ JAdd this contact to your Address Book
= yamadatarou@vcube.co.jp
(%) Same as inviter

Note 5. The option to Add this contact to your Address Book and corresponding check boxes are not displayed for email

addresses that are already registered in the Address Book.

Step 14. Click the Submit button.
If the details are correct, click the Submit button.

Schedule Meeting

Meeting Room  ROOML
Date and Time = 2015/05/04 10:50 ~ 2015/05/04 11:50 (GMT +9)
Title TESTO1

& Hanako (Suzuki) ( English )
= suzukihanako@vcube.co.jp
(0 GMT +0
Invitee(s)
& Ichiro (Tanaka) ( English )
= tanakaichiro@vcube.co.jp
© GMT +9

Yamada
Inviter yamada-v@vcube.co.jp
> yoroshikuonegaiitasimasu

Jiro Goto ( Japanese )

Organizer gotojiro@vcube.co.jp
Same as inviter

Send Reminder Yes

Password No

This completes the process for scheduling a meeting.
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Step 1. Gotothe Schedule page.

Home Schedule Others +

Step 2. Select the scheduled meeting room.

Note 1. You do not need to select a meeting room if your subscription enables you to use only one room.

Step 3. Click the Edi n for th
Schedule
Room Name : |ROOM1 v = 5l
Showing 1-1 out of 1 Showing
Title O/= Date and Time O & Detail/Setting Edit Cancel
meeting 2015/05/04 12:15 ~ 2015/05/04 13:15 (GMT +9) £ Detail Edit E cancel

If a password was set when the meeting was scheduled, you will need to enter the set password in the
password entry page.
However, administrator user or user who scheduled the meeting do not need password entry.

Step 4. Edit the scheduled time and time zone.
Step 5. Change the meeting room name.

Selecting this option will cause the invitation email to be resent an hour or two before the meeting starts.
Note 2. The reminder will not be sent when there is less than an hour before the meeting starts when it is scheduled.

Step 7. Configure the HTML setting for invitation emails.
You can send invitation emails in HTML format by selecting the check box.
Note 3. Once disable is selected for HTML Mail Settings in Invitation Email Settings on the Admin Page,

the Send in HTML format section will not appear on the Schedule Meeting page.

-23-
©2015 V-cube. Inc. All Riahts Reserved.



V-CUBE Meeting 5
Step 8. Change th ta of th I want to invite.

There are two ways to enter information about the people you are inviting: using your address book or by
directly entering their information.

Refer to Step 8 in '6.2. Scheduling Meetings'.

To delete an invitee, click the Delete button for the person to delete.

Step 9. Change the data of the inviter (inviting person).

Step 10. Change the data of the organiser.
Enter the updated data in order to change the organiser or set up a new organiser.

Step 11. Set the email notification.

Email notifications are sent to inform of any change when the check box is selected. Select whether the
email notifications are sent to all invitees or only to the invitees who were added, edited or deleted when a
change was made with the scheduled meetings.
[] Re-send

(@ Re-send to all inviteas () Re-send only to added/edited/deleted invitees

Step 12. Set a password.
When setting a new password, select the check box and then set a password.

When changing a set password, select the Change check box and then change it.
[«] Password Settings

* & to 16 alphanumeric characters.

{ Retype password )

Step 13. Click the Next button at the bottom of the page. 0 Back
Step 14,

If you select the Add this contact to your Address Book check box, the selected email addresses are
registered in the Address Book. The registered email addresses in the Address Book can be used for
scheduling the next meeting.

Deselect the check boxes if the registration of email addresses is not necessary.

L Ichiro ( English Ddd this contact te your Address Book I
= tanakaichiro@vcube.co.jp
(& GMT +9

Invitee(s)
L Tarou ( English ) [ JAdd this contact to your Address Book
= yamadatarou@vcube.co.jp
() Same as inviter

Note 4. The option to Add this contact to your Address Book and corresponding check boxes are not displayed for email

addresses that are already registered in the Address Book.

Step 15. The Meeting Detail will ispl for confirmation. If there are n
problems, click the Submit button.
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You can check details of the scheduled meetings using the Scheduled Meeting link at the bottom of the
meeting room or the Schedule tab.

- Using the Schedule tab

- Reservation Schedule  Others ~ Logout

(1) Select the scheduled meeting room.
Note 1. You do not need to select a meeting room if your subscription enables you to use only one room.

Schedule

Room Name :‘

Showing 1-1 out of 1

Title o= Date and Time @@ Detail/Setting Edit

meeting 2015/05/04 12:15 ~ 2015/05/04 13:15 (GMT +9) | Detail ‘ | £ Edit | ‘ E cancel |

When you switch the view by clicking on the calendar icon inside the blue circle, the list shows that week’s
schedule for each meeting room. When you switch the view by clicking on the calendar icon inside the green
circle, the list shows that month’s schedule for each meeting room.

(2) Click the Detail button for the scheduled meeting.

Schedule
Room Name : |ROOM1 v = &
Showing 1-1 out of 1 Shawing
Title &= Date and Time B & Detail/Setting Edit Cancel
meeting 2015/05/04 12:15 ~ 2015/05/04 13:15 (GMT +9) B Detail H Edit n Cancel

If you click the calendar icon, click the name of the relevant meeting.
If a password was set when the meeting was scheduled, you will need to enter the set password in the
password entry page.

However, administrator user or user who scheduled the meeting do not need password entry.

(3) You are directed to the Meeting Details page, which shows the details of the scheduled meeting.
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- Using the Scheduled Meeting link
(1) Click the Scheduled Meeting link for the scheduled meeting.

I Room List ROOM1 Location - Japan RWIGHIENIS vlLanguage VI
ROOM1 0 /20
No participants Start
ROOM2
ROOM3
1/1 I:;I Schedule Meeting Scheduled Meeting 1

(2) Alist of scheduled meetings is displayed.

[gl scheduls Meeting Scheduled Meeting 1

7 2015/05/04 12:15 -~ 2015/05/04 13:15 (GMT +9) meeting

@) (b)

(a) Displays the scheduled date and time, and the selected time zone.
(b) Displays the name of the scheduled meeting. Click the link that displays a meeting name to move to
the Schedule Meeting page and see the details of the scheduled meeting.

- 26 -
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6.5.1 Cancelling a Scheduled Meeting in Progress
- Cancelling from Main page

(1) Click the Cancel link in the meeting details field for the meeting in progress.

I Room List ROOM1 Location : Japan EANGINET vILanguage vI
ROOM1 0 /20
No participants Start
ROOM2Z
ROOM3
<« 1 [» ['g Schedule Meeting Scheduled Mesting 1

m 11:15 ~ 13:15(GMT +9) meeting

(2) Click the OK button in the confirmation dialogue box to cancel the current meeting.

If a password was set when the meeting was scheduled, you will need to enter the set password in the
password entry page.
However, administrator user or user who scheduled the meeting do not need password entry.

-
Message from webpage g

@ Cancel a meeting ?
€ o Y[ canca
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- Cancelling from the Schedule page

(1) Click the Schedule tab.

m Schedule Others ~ Logout

(2) Click the Cancel button for the relevant scheduled meeting.

Room Name Title O = Date and Time O/& Detail /Setting Edit Cancel

EETT] 2015/05/04 11:15 ~ 2015/05/04 13:15 (GMT +9) |l etail || £ Edit |

ROOM1 meeting

If a password was set when the meeting was scheduled, you will need to enter the set password in the
password entry page.
However, administrator user or user who scheduled the meeting do not need password entry.

(3) Check the details of the scheduled meeting and click the Cancel button at the bottom of the page.

Cancel Meeting
Meeting Room  ROOM1
Date and Time  2015/05/04 11:15 ~ 2015/05/04 13:15 (GMT +9)
Title meeting

& Ichiro (Tanaka) ( English )
Invitee(s) tanakaichiro@vcube.co.jp
() GMT +2

&L Taro Yamada
£ yamadataro@vcube.co.jp

Inviter
Organizer No
Send Reminder No

Password No

PIN Code 35110314

| I3 Back |(rﬂ(:ancel )

This allows you to cancel a scheduled meeting that is currently in progress.
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6.5.2 Cancelling a Scheduled Meeting before the Meeting Starts

Step 1. Click the Schedule tab.

e [ oo o

Title @ Date and Time O/ & Detail/Setting Edit Cancel
meeting 2015/05/04 12:25 ~ 2015/05/04 13:25 (GMT +9) Detail Edit < E Cancel ,

If a password was set when the meeting was scheduled, you will need to enter the set password in the
password entry page.
However, administrator user or user who scheduled the meeting do not need password entry.

Step 3. Check th tails of th heduled meeting and click th ncel button at th ttom of th
page.

Cancel Meeting

Meeting Room  ROOM1
Date and Time  2015/05/04 12:25 ~ 2015/05/04 13:25 (GMT +9)
Title meeting

& Taro Yamada ( English )
Invitee(s) yamadataro@vcube.co.jp
() Same as inviter

& Ichiro Suzuki

Inviter = suzukiichiro@vcube.co.jp

Organizer No
Send Reminder Mo
Password No

PIN Code 12553498

D
S |

The scheduled meeting has now been cancelled.
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7 Participating in a Meeting

7.1.1 Entering a Meeting Room

Step 1. Click the Start button.

()7 v-CUBE Meeting 5

I Home

& Download V-CUBE Meeting 5

[}

10 ports left.
I Room List ROOM1 Location : Japan PATGIGENTH v I Language ¥ I
ROOM1 O /10
No participants
ROOM2
ROOM3
/1 Eg Schedule Meeting Scheduled Meeting 0

Note 1. You need to download the application by clicking Download V-CUBE Meeting 5 in the upper right corner of the page in

advance. Follow the steps on the download page to install the application.

Note 2. If the following page is displayed, you need to start the V-CUBE Meeting 5 application.

1, V-CUBE Meeting 5 appears to not be running.

If you have not installed the program yet, click the below button and check the installation procedure.

a Check the installation procedure.

£ Back to Home

The Start Meeting page will be displayed in another window.
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Step 2. Enter adisplay name to use in the meeting room.

O

17 v-CUBE Meeting

Enter vour name and check the device setting,

then start the meeting.

2L Mame

| 00000 |

©0O0.

Mgligkﬂ heck th mera, microphone an ker

O

17 V-CUBE Meeting

B Carrera

[ Logitech HD Webcarm G270

Enter yvour name and check the device setting,

then start the meeting.
W Microhore

2L Name | Microphane (High Defirition Audio Device, vl
| 00000 |

4} Spesker

o g | Speakers {High Definkion Audio Device) -.|
<)
(0)—

Selecting Same as system will configure the microphone and the speaker selected under your computer’s
sound settings to be used. (Not displayed on some devices)
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Step 4. T le th mera, microphon n ker On or Off

Note 3. Each button’s function is as described below. 6

Camera on/off
1LY V-CUBE Meeting

Microphone On/off Enter vour narme and check the device setting,
then start the meeting.

2L Mame

Speaker on/off | 00000l |

Q0 O

Step 5. Click the Start Meeting button.

O

L7 v-CUBE Meeting

Enter vour name and check the device setting,

then start the mesting.

2L Mame

| 00000l |

©00.
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The meeting room browser window will now open.

You have now finished entering a meeting room.

7.1.2 Participating in Scheduled Meetings
When there is a previously scheduled meeting, the name of the meeting currently in progress will be
displayed in the meeting room area of the Main page once the start time arrives.

The organiser's information is displayed to the right of the meeting name if the organiser has been set in the
invitation email settings.

The meeting room can be accessed via an invitation email.

I Bt (G ROOM1 Location :Japan [(ETTY Vianguage V)i
ROOM1 0 /20
No participants Start

ROOM2

ROOM3

1/1 Eg Schedule Meeting Scheduled Meeting 1
m 18:05 ~ 19:05(GMT +9) meeting Organizer:Ichiro Suzuki H cancel
ITTYTYTR T
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“‘Almost in session” is displayed when the scheduled meeting will start within the next ten minutes.

AL GERN RS  18:05 ~ 19:05(GMT +9) meeting

*Please check your meeting schedule and login.

If there is a previously scheduled meeting that is running overtime when the start time for the scheduled
meeting arrives, “extending” will be displayed for that meeting as being in session.

17:05 ~ 18:03(GMT +9) meeting E cancel

If there is a meeting running over time, “session waiting” will be displayed for the current scheduled
meeting until that meeting ends.

18:05 ~ 19:05(GMT +9) meeting B Cancel

Step 1. After checking the name of the meeting currently in progress, click the Start button.

Step 2. Follow th in"711En ing Room".
I Room List ROOM1 Location : Japan [T vfLanguage v f|
ROOM1 O,fzo
No participants Start
ROOM2
ROOM3
1/1 E'g Schedule Meeting Scheduled Meeting 1

@ 18:05 ~ 19:05(GMT +9) meeting Organizer:lchirc@ H cancel

In some cases, the organiser of a meeting has password-protected the meeting room. In such cases, you will
need to enter a password to enter the meeting room. The password is shown in the invitation email.
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7.1.3 Leaving a Meeting
Step 1. Click the Menu button.

Step 2. Click EXit.

Step 3. Click Exitin th nfirmation

Motice

Do vou wart to leave this meeting?

Exit Cancel

The window will now close and you can exit the meeting room.

To continue participating in the meeting, click the Back to Home button.

Back to Home
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8 Partici in a Meeting from an Invitation Email (Receivin

an Invitation)

V-CUBE Meeting allows you to log in from an invitation email, in addition to logging in using the ID and
password you were issued. Some plans may require your ID and password when you enter a meeting room
through an invitation email.

8.1 Invitation Emails

An invitation email is an email sent from the meeting organiser to inform people of the date and time of the
meeting.

A URL for joining a meeting is included in the text of the email. Click the URL at the time that the meeting is
scheduled to access the meeting room.

Two types of invitation emails are available.
@ Invitation emails sent by using the Reservation tab or Edit Schedule tab
Two types of invitation emails are available.

- HT i
Select the Send in HTML format check box while scheduling a meeting to send HTML emails.
Note 1. Once disable is selected for HTML Mail Settings in Invitation Email Settings on the Admin Page, the Send in

HTML format section will not appear on the Schedule Meeting page. Emails will be sent in text format.

V-CUBE Meeting N

Jiro Suzuki has invited you to the “V-CUBE” meeting

Click “Enter the Meeting” button at the starting time to join.

meeting

Jiro Suzuki

2015-08-31 10:00:00 ~ 2015-08-31 11:00:00 (GMT +9)

meeting

Invitation URL
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- Text email
TeXt emaI|S are de|lV€l’ed When a meetlng |S *This email is transmission only, please do not reply.
scheduled while Send in HTML format is not selected Notice from \-CUBE Meeting 5

Jiro Suzuki has invited you to join a web meeting using "V-CUBE Meeting"
1 1 1 1 Click the invitation URL below at the starting time to attend the meeting
or when disable is selected for HTML Mail Settings s e e e e e e plesse refer o the auidance page for nsruction.
<https://mtg5l.vcube.com/services/download/flow.php>

in Invitation Email Settings on the Admin Page. e Vieeting Name

meeting

= Date and Time
2015-08-31 10:00:00 ~ 2015-08-31

= Organizer Invitation URL

mInvitation URL
<https://mtg5l.vcube.com/r/~~~~~r P >

m Password

Note 2. If you have set the Reminder feature when scheduling a meeting, an invitation email will be sent to you one to two

hours before the meeting starts, aside from the one which is sent to you when you scheduled the meeting. The email

subject will be ‘Reminder’. However, if a meeting you have scheduled will start within an hour from the time you

scheduled it, a reminder email will not be sent.

(2 Invitation email sent by using Invite users to this meeting during a meeting
Note 3. The Invite users to this meeting button is not displayed for some plans.

Note 4. The email is sent in plain text format.

Invitation URL

| [nvitation URL 1/

DS T B I T I N T e LIS e e e e e e e e e e e e e o P P ot P Pt P P P P s P Pt P
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Note 1. If you access the meeting room outside the meeting hours, a message saying ‘Please check your meeting schedule

1)
2)

3)

4)

5)

and login again.’ will be displayed.

Please check your meeting schedule and login again.

Current time 2015/05/04 18:40 (GMT +9)

Title meeating
Date and Time 2015/05/04 18:50 ~ 2015/05/04 19:40 (GMT +9)
Organizer Saburo Takahashi

A browser window prior to a user’s participation in a meeting is displayed.

I Home Others v Logout:

| e T
0.’20 3)
No participants ‘ Start ‘ 1)
4)

I m 18:35 - 19:40(GMT +9) meeting Organizer:Saburo Takahashi I

@ \Vcube, Inc. All Rights Reserved. Ver 5.0.0.0 5) Manuals Preferences

Allows you to enter a meeting room.

Displays the meeting room status. in a Meeting is displayed when a meeting is ongoing and vacant is
displayed when the room is empty.

Displays the number of users currently using the meeting room. Also displays the names they entered when
they entered the room.

Displays the name and time of the scheduled meeting.

The information of the organiser is displayed on the right side of the meeting name if the organiser is set
in the invitation email setting.

Clicking the links for each page will take you there.
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8.2.2 Setting a Language, Time Zone and Name (Preferences)

You can change Language, Time Zone and Name from the Preferences menu.

Step 1. Click Preferences link in the lower right of the page.

Manuals Admin Page

Step 2. Select items to change, or enter information.

Preferences

You can change your preferences,

Language 1) glish ~

Time Zone 2) T +09:00, Japan, Korea Standard Time & Australia Western Daylight Time hd

Name 3) ube_project

4) Change

1) Select the language to use from the Language pull-down menu.

2) You can select your time zone from the Time Zone pull-down menu.

3) Entering a name in the Name field saves you from having to enter a name you will use when entering a
meeting room.

4) Saves the settings.

Step 3. Click the Change button.

Change

You have now finished setting Preferences.
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8.3.1 Entering a Meeting Room
Step 1. Click the Start button

- Meeti
@l v-cueeneeins 5
I Home

ROOM1 Location : Japan [N v | Language v

Ofm

No participants

Start

@ 09:00 - 11:00(GMT +0) meeting

®V-cube, Inc. All Rights Reserved. Ver5.0.0.9 Manuals Preferences

In some cases, the organiser of a meeting has password-protected the meeting room. In such a case, you will
need to enter the password to enter the meeting room. The password is shown in the invitation email.
Note 1. You need to download the application by clicking Download V-CUBE Meeting 5 in the upper right corner of the page in

advance. Follow the steps in the download page to install the application.

Note 2. |If the following page is displayed, you need to start the V-CUBE Meeting 5 application.

r'S V-CUBE Meeting 5 appears to not be running.

If you have not installed the program yet, click the below button and check the installation procedure.

& Check the installation procedure.

EJ Back to Home

You have now finished entering a meeting room.

-40 -

©2015 V-cube. Inc. All Riahts Reserved.



uﬂ V-CUBE Meeting 5

ispl nt .

O

8 V-CUBE Meeting

Enter vour name and check the device setting,

then start the meeting.

2L Mame
—

| 00000 |

Q0O0.

Mgligkﬂ heck th mera, microphone an ker

O

UL V-CUBE Meeting

B Carrers

[ Logitech HD Webcam G270

Enter vour name and check the device setting,

then start the meeting.
.!:I Microphore

2L Marme | Microphons (High Defirition Audio Devics, -I
| 00000 |

4 Spesker

“)) | Spaakers (High Definkion Audio Device) -'|
(&) —

Selecting Same as system will configure the microphone and the speaker selected under your computer’s
sound settings to be used. (Not displayed on some devices)
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Step 4.

Note 3. Each button’s function is as described below.

O

87 V-CUBE Meeting

MICFOphOI’]e On/Off Enter wour name and check the device zettinz,
then start the mesting.

Camera on/off

2L Mame

Speaker on/off [ oooool |

00

Step 5. Click th

O

UL v-CUBE Meeting

Enter vour name and check the device setting,

then start the mesting.

2L Mame

| 00000l |

©0O0.
« — P
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The meeting room browser window will now open.

You have now finished entering a meeting room.
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9 Using Meeting Room Functionality

2) 3) 4) 5) 6) 7) 8) 9) 10) 11) 12)

9.1 Names of Meeting Room Components

1) Your video 2) Displays all functions

3) Displays Meeting Room information 4) Displays elapsed meeting time
5) Participant list 6) Video switching button

7) Share PC screen 8) Instant messaging

9) Start/stop video streaming 10) Start/stop audio streaming
11) Start/stop audio from speaker 12) Device settings

9.1.1 Displaying Elapsed Meeting Time

Displays the elapsed meeting time.*4) in the above table
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9.1.2 Changing the Meeting Name
There are two ways to change the meeting name.

Step 1. Display the Meeting Room Information.

(@) Click m button at the bottom of the browser window.

(b) Click Menu button in the lower left corner the browser window.
Click Meeting room information.

B Irwite to meeting

2L List of participants 1

Room rarme

0 [Maetirlg room information ]

s=ti g Change
'}:t' Device settings EEtnE name -

Pericd of time bocked @ 0256 ~ (400

FM Code 24042747

€ Bt

Step 2. Enter a name for the meeting in Meeting name of the displ ial x and click th
Change button.
Room rarme o ROOKT
Mestirg name : ( Change )
Period of time booked T REER e (400
FIN Code T 24842747
Cerny Ertrance
You have now changed the meeting name.
Check Room Name Title m @ Date @ @ Time O/& Record details Detail
[0  RooM1 2015/04/29 05:49 15minutes Detail

(GMT +9)

2015/05/06 10:27 .
O | Room (GMT +9) : Zminutes Detail
Ay 4

The meeting name is shown in the meeting records. If the meeting has been named, that name is shown. If
the meeting has not been named, ‘-’ is shown instead.
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9.2 Audio and Video

9.2.1 Switching Cameras
There are two ways to switch cameras.

Step 1. Display the Camera Settings

(@) Click 'I:I' button at the lower right corner of the browser window.

If switchire to another device, pleaze
select another terminal from the list.

(b) Click Menu button in the lower left corner of the browser window. The new setthgs will be immediately
Select Device settings. reflected.

B Irwite to meeting
i Logitech HD Webcam G270 | v

24 List of perticipants 1

0 Meating roorm infortration Microphore settirgs

If switchirg to another device, please

. ) select another terminal from the list. . i e .
{f Cevice s=ttings Microphone (High Definition Audio

The rew settngs will be immediately

a reflected.
«~ Bit Spesker settings
Camera settings Speakers (High Definition Audio De =
[I Logitech HD Wsbeam G270 R ‘I
Microphore settires System Sourd Settings

I Mizrophare (High Definition Audio v‘

Speaker settines

I Speskers (High Definition Audio De v‘

System Sourd Settings

Application Informstion >

© v a0

Step 2. Switch the camera.

You have now switched cameras.

- 46 -

©2015 V-cube. Inc. All Riahts Reserved.



V-CUBE Meeting 5

9.2.2 Switching Microphones
There are two ways to switch microphones.

Step 1. Display the Microphone Settings

(@) Click ﬂ button at the lower right corner of the browser window. e amge

celect another terminal from the fist.

(b) Click Menu button in the lower left corner of the browser window. The new setthes willbe immediately
reflected.

Select Device settings.

B Inwvite to meeting

24 List of perticipants 1

i i i Y bicrophore settires
0 Meeting room information If switchire to another device, please = _ -

. . gelect another terminal from the list. . . o :
{:1' Cevice settings Mizrophone (High Definition Audio

The rew settings will be immediately

o reflected.
« Bt 1)) Spesker settings
Camera zettings | Speakers (High Definition &udio De =
| Lozitech HD Webcam GZ70 v‘
Microphore settires System Sound Settings

[ I Microphone (High Definition &uwdio ~ ‘I

Speaker settines

I Speakers (High Definition Audio De V‘

System Sourd Settings

Application Informstion >

© v A

Step 2. Switch the microphone.

Selecting Same as system will configure the microphone selected under your computer’s sound settings to
be used. (Not displayed on some devices)

| Same as swetem
Clicking System Sound Settings allows you to check your computer’s sound settings.

System Sourd Settings

Note 1. Microphone volume cannot be adjusted in "V-CUBE Meeting 5" application side.

You have now switched microphones.
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9.2.3 Switching Speakers
There are two ways to switch speakers.

Step 1. Display the Speaker Settings

(c) Click ﬂ button at the lower right corner of the browser window. e amge

celect another terminal from the fist.

(d) Click Menu button in the lower left corner of the browser window. The new setthes willbe immediately
reflected.

Select Device settings.

B Inwvite to meeting

24 List of perticipants 1

i i i Y bicrophore settires
0 Meeting room information If switchire to another device, please = N b

. . gelect another terminal from the list. . . o :
{:1' Cevice settings Mizrophone (High Definition Audio

The rew settings will be immediately

o reflected.
« Bt 1)) Spesker settings
Camera zettings | Speakers (High Definition &udio De =
| Lozitech HD Webcam GZ70 v‘
Microphore settires System Sound Settings

I Micraphone (High Definition &udio v‘

Speaker settines

[ I Speakers (High Definition Audio De V\]

System Sourd Settings

Application Informstion >

© v A

Step 2. Switch the speaker.

Selecting Same as system will configure the speaker selected under your computer’'s sound settings to be
used. (Not displayed on some devices)

| Same as swetem
Clicking System Sound Settings allows you to check your computer’s sound settings.

System Sourd Settings

Note 1. Speaker volume cannot be adjusted in "V-CUBE Meeting 5" application side.

You have now switched speakers.
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9.2.4 Video Display
Click the video switching button to switch between normal mode and active speaker mode.

Active speaker mode Normal mode

=) - . - -2

Widema Eha= PO scre=n Wid=a Shawe PT screen

Active speaker mode

Active speaker mode is a feature that preferentially displays the video of the participant who is speaking.

Up to eight locations can be displayed in video windows.

Layout will switch automatically according to the number of locations involved in meeting, and left (top left)
video window will be displayed larger.

When there are participants in nine or more locations, the video of the participant who is speaking is
preferentially displayed, while video of the other participants is not displayed.

The system detects how loudly people are speaking every few seconds, and the display switches to the
video of the participant who is speaking the loudest. Your own video is always displayed in the lower right
corner.

Normal mode

Up to eight locations can be displayed in video windows.

Layout will switch automatically according to the number of locations involved in meeting, and each location
window will be displayed in same size.

When there are participants in nine or more locations, the video of the participant who is speaking is
preferentially displayed, while video of the other participants is not displayed. Your own video is always
displayed in the lower right corner.
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9.25 Checking Meeting Participants
You can check the participants in the meeting room from the participant list.
There are two ways to check the meeting participants.

(a) Click Bt button at the bottom of the browser window.

vcLbe

The names of the meeting participants are displayed.
Iehiro Sueuki

(b) Click Menu button in the lower left corner the browser Window.

Select List of participants.

B it to nesting —
]2 l wolbe
Ichiro Sveuki

.'J..[ List of perticipants

0 heeting room information

*I:I* Device settings

Bt

Application Information =

You have now completed checking the meeting participants.
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9.2.6 Removing a Participant from a Meeting Room
You can remove users in the meeting room from the participant list.
There are two ways of removing a participant.

Step 1. The nam f the meetin rticipants are displ . Click Alert.

(@) Click [ button at the bottom of the browser window.

Iehiro SLeuki

Jiro Sato

(b) Click Menu button in the lower left corner the browser window.
Select List of participants.

B Invite to meeting

. . Ichiro Sieuki
J.L[ Ligt of participarts 2

0 heeting roorm inforration

{? Cevice settings

=

Step 2. Click Alert on Eject the members below from the conference? on the confirmation dialogue
box.

Alert

Eect the members below from the conference?

Jim Sato

You have now removed the meeting participant.
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9.3 Instant Messaging

9.3.1 Using Instant Messaging
You can use instant messaging to communicate with other meeting participants by typing in text.

Step 1. lick the Text Chat button at th ttom of the browser window.

Step 2. Enter the text of your message in the instant messaging window.
Note 1. You can also send a message you have entered by pressing the Enter key.

Ichiro Sieuki

Start the mesting.

The time at which you sent the message is displayed to the

right of the message. vouke
Note 2. The time displayed depends on the time zone that is set for your or
PC.

The date is not displayed.
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9.4 Invite to Meeting

You can send an invitation email for a meeting you are currently participating in or issue a URL to invite
someone to the meeting using the ‘Invite users to this meeting’ functionality.

9.4.1 Inviting by Email
Step 1. lick Men tton in the lower left corner the browser win w.

Step 2. Click Invite to meeting.

B | Invite to meeting

Send invitation via e—mail
2L List of participants 9

Fleaze enter the ermail address of that person that you would like to hvite to this
0 heeting room information rhesting.

You can sirmukaneous invite muttiple people by entering comma between email
Q Device sattings addresses

Enter E—rrizil address.

Bt

Irvitation LIRL

“ou can place 2 uger ina room via the followine URL.

Please advize of the URL via e—mail or Messerger

hitps:/ el voube comdefa/ 500350 SOGFES00007 1caB e 7310225/ 4.

Step 3. Enter the email r f th rson want to invite.

Note 1. When inviting multiple people, separate their email addresses with commas.

send invitation via e—mail

Fleaze enter the ermail address of that person that vou would like to nwite to thiz
resting.
Yiou can zimulaneous invite multiple people by entering comna between email

addresses.

zampled1@voibe oo p darrp lE028yoube oo jp sampletf@vcLbe oo |

Send invitation via e—mail

Step 4. Click th nd invitation via e-mail button.
Invitation emails will be sent to the email addresses of the people you want to invite.
The invitation emails are sent in plain text format.
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9.4.2 Inviting by URL
There are two ways to invite users by issuing a URL.

Step 1. lick Men tton in the lower left corner the browser win w.

Step 2. Click Invite to meeting.

B | Invite to meeting

Send invitation via e—rmail

2L List of participants 9
Fleaze enter the ermail address of that person that you would like to hvite to this
0 heeting room information rhesting.
You can sirmukaneous invite muttiple people by entering comma between email
Q Device settings addresses
Enter E—rrizil address.
Bt

Irvitation LIRL

“ou can place 2 uger ina room via the followine URL.

Please advize of the URL via e—mail or

hitps:/ el voube comdefa/ 500350 SOGFES00007 1caB e 7310225/ 4.

Step 3. Copy the URL under Invitation URL.

B Invite to meeting o ) } )
Send invitation via e—rmail

2L List of participants 9
Fleaze enter the erall addrezs of that pereon that vou would like to bwvite to this
0 Meeting room information rhesting.
iou can simutansous invits multiple people by entering comma betwesn email
TF Devics settings addresses
Enter E—rriail address.
Bt

[rvitation LIRL

Yiou can place 2 user ina room via the followine URL.

Please advize of the URL via e—mail or

https:/fmte5l voube comy e /a/ 338360 B3EIBH00GET 1cald 1278 10225,

Step 4. Send the URL vou have copied to the users you want to invite.
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9.5 Meeting Settings

In Meeting Settings, you can configure settings for a meeting.
9.5.1 Denying Entrance by New Users to a Meeting Room

Step 1. Click m button at the bottom of | NN,

the browser window.
Room rame © o ROOKT
hMestire narme :
Feriod of time bodked  © 19005 ~ 2010
PN Code T GET245E4
Dery Entrance

@ (00e0: a2

Step 2. Set Deny Entrance to ON to deny entry to the meeting room.
If you set Deny Entrance to off, users can enter the meeting room.
Note 1. This setting is set to off at the start of a meeting.

Derny Entrance E l

If a user tries to enter the meeting room when Deny Entrance is set to on, a message to the effect that there
is an entrance restriction will be displayed and he/she will be unable to enter the meeting room.
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9.6 Other

9.6.1 Using PC Screen Sharing

Step 1. Click Share PC Screen at the bottom of the browser window.

Step 2. Select the items you wish to share from the displayed list and click Begin sharing.

W-CUBE Meetireg 5 Lite —in a Meeting—

W—CUBE Mesting [Start Meeting — Interret Explorer

media

Lo Disphy1 @ 19201200

To cancel sharing, click Stop sharing .

The screen will split, and you can share the item(s) on your PC screen.
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The document sharing functionality allows you to share documents with all the participants on a whiteboard
displayed in another window.

You can upload documents on the whiteboard, add graphics and text to them, and print out the documents
with your additions.
Note 1. If no meeting is being held, you cannot use the document sharing functionality.

9.7.1 Using the Document Sharing Functionality

Step 1. lick the Start Whit rd or Beqin sharin ment tton on the Main

Q Connected to V-CUBE Meeting 5 Lite.

Start

Click the button below to share decuments.

Begin sharing documents ]

O Start Whiteboard or

The whiteboard is displayed in a new window.

2300 EEOEETS « B

Nco

m

Place the cursor at the top of the window to display all of the functions.

| Room : ROOM1 Total Time : 00:00:00

1) Room: Displays the name of the meeting room you are in.
2) Total Time: Displays the time elapsed since document sharing started.
3) Close button:  Ends document sharing.
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Note 2. If you leave the meeting, the following dialogue box will be displayed, and the document sharing will also end.

Information

This session has already been closed.

9.7.2 Selecting a Colour

Step 1. Select a colour to use from the Color at the top of the column of icons beside the
whi rd.
Note 1. You can use the colour you have selected with the pen and shape tools.

You have now selected a colour to use for graphics and text.

9.7.3 Selecting Text/Pen Size or Line Thickness

Step 1. lick Size t lect a font size.

For the pen tool
The size you have selected determines the size of the pen tool and line thickness for the shape tool.

When using the text tool

I_ITTTTTTT

You have now changed the font/pen size or line thickness.
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9.7.4 Freehand Drawing on the Whiteboard
Step 1. Select a pen.

A" v-CUBE Meeting 5

The left-hand icon with a slim tip works like a pencil and the
right-hand one with a thick tip works like a marker.

=
m|
B
-
2)
T
0,
)
k)
£
2]
%]

Step 2. Draw on the whiteboard.

You can now draw on the whiteboard.

9.7.5 Entering Text onto the Whiteboard using Your Keyboard

Step 1. T Select a text tool.

You can select the text colour and size from the toolbar.

Step 2. Type into the text entry field.

Step 3. Click in the upper right corner of the entry field

r click outside the text entry field t nfirm r text entry.

You have now entered text onto the whiteboard using your keyboard.

9.7.6 Adding Shapes onto the Whiteboard

Step 1. | h from the sh L.

ol o A x
s ® B A

You can change the colour of the shape and its line thickness
using the Color and Size tools.

[0 EEOEERY ¢ B 0§

Step 2. Add the shape onto the whiteboard.

You have now finished adding a shape.
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9.7.7 Undoing Text Entry, Shapes, etc.

E,
Ix]

Click Size to select an eraser size. Erase the drawing in the same manner as freehand
drawings.
Note 1.  This operation erases the contents of the uploaded files. This operation is irreversible.

Deletes the last text item, shape, etc. you added to the whiteboard from it.
Note 2.  This operation only deletes text items, shapes, etc. Documents uploaded on the whiteboard will

not be deleted. You cannot use this to remove documents uploaded onto the whiteboard.

Deletes all text items, shapes, etc. from the whiteboard.
Note 3.  This operation only deletes text items, shapes, etc. Documents uploaded on the whiteboard will

not be deleted.

9.7.8 Using the Pointing Tool

Iiﬂl Use the pointing tool o
se the pointing tool. a
Siee

®

Select the pointing tool and move the cursor onto the whiteboard.
A pointing finger is displayed when you select the pointing tool and hover the cursor over the whiteboard.
This finger is displayed on the meeting browser window of each meeting participant.
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9.7.9 Uploading Files Saved on Your Computer

Step 1. Click the UPLOAD button. fa

Step 2. The Select file to upload dialogue box appears.

(& Select file to upload by mtg5l.vcube.com @
Lookin: [ )] TestData -l e o
S Name ’ Date modified Type Size
g
"(; v Shbmp 4/26/20132:23 AM___ BMP File
Recert Places
#]21ME.doc 4/26/2013223AM  Microsoft Word 8.
|| E]21ME.ppt 5/5/20157:58PM  Micresoft PowerP..
Desitop E1100p.ppt 4/26/2013223AM  Microsoft PowerP..
— = 288216, pg 4/26/2013223AM  JPEG image
=l ] Excel2003s 4/26/2013223AM  Microsoft Excel 97
Libraries ] Excel2007 s 4/26/2013222 AM  Microsoft Excel W...
A H]PowerPoint2003 ppt 4/26/2013223 AM  Microsoft PowerP..
e (E]PowerPoint2007 pptx 4/26/2013223AM  Microsoft PowerP..
EiE 3 whiteboard png 4/26/20132:23 AM  IfanView PNG File
oy
w
Network
< i \
File name. | | Open J
Files of type: [upoadFiterType =~ n

Step 3. Select the file from the dialogue box and click the Open button.

Step 4. Click YE | he file in hi
lick N | he filein r lar m

I Confirmation ]

Do you need this file to be of High Quality?

*Higher Quality uploads are clearer when the whiteboard is enlarged.
However, this may raise the possibility of upload failure, or layout corruption.
If you have trouble on High Quality upload, please try normal mode instead.

[ ves || wno |

If you select High quality when pasting documents, the meeting participants can see the details of your
uploaded documents, including text and images, more clearly even when they zoom in on them. (However,
the conversion may take more time than regular mode.)
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B %) & &1 &

;

0o 3§ &

1|

[ S I

(.

The uploaded files are displayed in the order they were uploaded onto the whiteboard.

If an uploaded file consists of multiple pages, an icon indicating that the file has multiple pages is displayed.
When you click an icon indicating a file with multiple pages, the first page is displayed.
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Note 2.

Note 3.

Note 4.

Note 5.

Note 6.

Note 7.

Note 8.
Note 9.

uﬂ V-CUBE Meeting 5

The file formats that can be uploaded to the whiteboard are Word, Excel, PowerPoint, Visio, PDF, JPG/JPEG, GIF,
PNG, Bitmap, TIFF, Al, EPS and PSD.

Maximum size for each Word, Excel, PowerPoint, Visio and PDF file: 20 MB. Maximum size for each JPG/JPEG, GIF,
PNG, Bitmap, TIFF, Al, EPS and PSD file: 5 MB

When you upload data to the whiteboard, the entirety of the document may not appear on the whiteboard. If this is the
case, ensure that the paper size set for the file does not exceed the following.

PDF: 675 mm x 675 mm; Word: A4 vertical, Excel: A4 horizontal, PowerPoint: 760 x 760 or smaller

Note that you cannot upload password-protected files.

If you have selected Do not show for Whiteboard Slide Page Number in the Room Settings in the Administrative

Menu, page numbers will not be shown on each page of the uploaded documents.

Word files with multiple pages will be shown as double-page spreads in reqular mode and at 100% zoom in high quality

mode, regardless of the print settings.

To display Track Changes data for Word files, click No and upload them in regular mode. Tracked changes are not

displayed when the files are uploaded in High quality mode.

If you select high quality, it may take longer to convert the file for uploading to the whiteboard.

You can convert Word, Excel, PowerPoint, Visio and PDF files using high quality mode. Files in other file formats will

not be converted using high guality mode even if you do select High quality.
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9.7.10 Moving to the First Page or Other Pages of Files on the Whiteboard

Moving to the first page of afile
(1) Click the icon of the file whose first page you want to see.
The first page of the selected file is now displayed.

Note 1. If you have selected Do not show for Whiteboard Slide Page Number in the Room Settings in the Administrative

Menu, page numbers will not be shown on each page of the uploaded documents.

Switching | using the keyt |

(1) Select the icon of a file that contains the page you want to move to.

(2) Switch between pages by using the cursor keys (<—, T, | or —) on your keyboard.
Press the cursor — or | to move to the next page.
Press the cursor < or T to move to the previous page.
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o
Switching between pages (using the page list) FAGE
(3) Click PAGE LIST. st

(4) Click the file you want to display on the whiteboard from the page list.

(5) Click OK or double-click the file to view the selected page.
(The current page number and total number of pages are displayed along with the file name below the
displayed file.)

All Pages

Please select a page you want to show in.

(1/6)2 IMB.ppt (2/6)2 1MB.ppt (3/6)21MB.ppt

(4/6)21MB.ppt (5/6)2 1MB.ppt (6/6)2 1MB.ppt (1/6)21MB.ppt
(2/6)21MB.ppt (3/6)2 IMB.ppt (4/6)21MB.ppt (s/6)21MB.ppt |,

Note 2. Hover the cursor over the page to view the file name.
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9.7.11 Checking Documents Independently
All the meeting participants see the same whiteboard display (e.g. when a particular document is displayed,
all participants see it), but you can change this so you can view whiteboard documents independently of the

other participants.

Step 1. Click the UNSYNC button.

S

i (gﬁ)aw 85 4]

i

- O §Ed &

W N e
()

(-

Step 2. When the UNSYN nfirmation dial X r lick th

Confirm

Do you wank to stop synchronizing?

Ta re-start izing, press this button again,
i 0K I MNCEL
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A message saying ‘Whiteboard Synchronization: OFF will appear on the browser window.

Multi
Platform

Step 3. Click th

)| o0

i

©2015 V-cube. Inc.

Our services would run on any

< Whiteboard Synd

asyncNotify a

devices Windows, Mac, Linux,
Cell, H.323, Android, iPhone etc.

Broadband connection
will enable you to use
the system anywhere
in the world. We utilize
Akamai Tchnology to

tton t

All Riahts Reserved.
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nization: OFF 1

Note 1.  While you are independently operating

the whiteboard, you can zoom into and move from

page to page in the documents. You cannot,

however, perform operations, such as writing

messages and deleting documents, which would

actually change the contents of the whiteboard.

rating the whit
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Now, all participants will see the same whiteboard display, and a message saying ‘Whiteboard
Synchronization: ON’is displayed on the screen.

whiteboard Synchronization: ON

~wncNotifyMessage

chronization: ON
ge

Our services would run on any
devices Windows, Mac, Linux, &
Cell, H.323, Android, iPhone etc.

Muiti
Platform

Broadband connection

»o j5 38§00

will enable you to use

Note 2. If you have selected Do not show for Whiteboard Slide Page Number in the Room Settings in the Administrative

Menu, page numbers will not be shown on each page of the uploaded documents.

9.7.12 Zooming In on and Moving Whiteboard Documents

Use the zoom slide bar below the magnifier icon to zoom in on documents uploaded to the
whiteboard.

You can use the hand tool to move a zoomed-in document around on the whiteboard by
clicking and dragging on the whiteboard.

Note 1. Note that you cannot enlarge the whiteboard itself.

@” Use the hand tool to move around in the documents you have zoomed in on the whiteboard.
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9.7.13 Adding a Blank Page
Click the NEW button to add a blank page to the whiteboard.

(

fe st fa(e)

[T S

o 00 fEE B8

Note 1. If you have selected Do not show for Whiteboard Slide Page Number in the Room Settings in the Administrative
Menu, page numbers will not be shown on each page of the uploaded documents.
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9.7.14 Deleting Individual Whiteboard Documents

Step 1. Select a document to delete.

1 O §#E 88 %] £ 38) 3]

L)

Step 2. Click the DEL button. K.
DEL
You have now deleted the document you had selected. | —
Note 1. Deleted files cannot be restored.
Note 2. If the document you have selected has multiple pages, the Delete all the dacument?
confirmation dialogue box shown below appears. Click the OK button
to delete all pages of the document. L OK [ cancer |
Note 3. If you have selected Do not show for Whiteboard Slide Page Number in the Room Settings in the Administrative

Menu, page numbers will not be shown on each page of the uploaded documents.
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9.7.15 Deleting All Whiteboard Documents

£
1. Click the DEL PAGES button. DEL
Step 1. Click the DEL PAGES button.
Step 2. Select the pages you want to delete, el pooe

Pleaze gelact pages you want to delate.

P

(3/6)21MB.ppt

{4/6)21MB.ppt (5/6)21MB.ppt (6/6)21MB.ppt (1/6)21MB.ppt
| a | ]
{2/6)21MB.ppt (3/6)21MB.ppt (4/6)21MB.ppt (5/6)21MB.ppt
Step 3. Click the OK button. | (o P—
Note 1. Deleted documents cannot be restored. S—rt

You have now deleted all the pages you selected.
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9.7.16 Printing the Displayed Whiteboard
You can print the whiteboard as it is displayed.

Step 1. Click the PRINT button.

k] 88] &0

DEL

5@ gg ﬂﬂ \§D

009§

Note 1. If you have selected Do not show for Whiteboard Slide Page Number in the Room Settings in the Administrative

Menu, page numbers will not be shown on each page of the uploaded documents.
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Step 2. Select the pages you want to print.

Eclectpnne

Step 3. Click the OK button.

Note 2. Use print_preview to check how the pages will be

printed and make the necessary adjustments. (When ’ _ B

you print documents from the whiteboard in landscape

{4/6)21MB.ppt {5/6)21MB.ppt (6/6)21MB.ppt (1/6)21MB.ppt
A4 size, the actual printout may be shifted toward the m| o o
top-left. When you print them in A5, on the other hand, ) ’ A
the documents printed may be slightly cropped (i.e.,
(2/6)21MB.ppt (3/6)21MB.ppt (4/6)21MB.ppt (5/6)21MB.ppt -
will not be printed in the entirety.) Csnaal]
N’

You are now able to print documents on the whiteboard from your printer.
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Irvite to reeting

List of participarts 2

Weeting room inforretion

4 QO f H

Cevice settings

T

Exit

MNotice

Do you want to leave this meeting?

Canczl

You have now left the meeting room.
To continue participating in the meeting, click the Back to Home button.

@ Connected to V-CUBE Meeting 5.

Click the button below to share documents.

Begin sharing documents

Back to Home
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