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Speaker: [00:00:00] Now that you have a BlueJeans account, let's talk about getting 
started. The first thing I want you to do is to log into your account on the web. We're going 
to navigate to the upper right-hand portion of the screen and click on the drop down for 
your account menu. From here, we're going to select "Profile." Now, it's on your profile 
screen that you can upload and change your profile photo. We'll do that right here. You 
can also adjust things such as your first and your last name, your phone number and a 
few other things as well but let's scroll down and look at the default time zone. 

This is an important one. You'll want to select this appropriately because this is what will 
be used when you schedule your meetings as a time default. When you've made all of 
your adjustments, you'll want to click on "Save changes." Next up, let's look at settings. 
A couple of call outs here on the settings menu. You can choose your default video layout 
from active speakers, which will show the current speaker in the large window on your 
computer monitor, active presence will show the current speaker in the largest window 
followed by four smaller video windows below it. 

Constant presence is going to show nine video windows on the screen at the same time. 
It's kind of a throwback to the old Brady Bunch of Hollywood Squares show if you 
remember those. You can also choose to configure your phone numbers here. You can 
also select meeting room wallpaper, change your moderator passcode, and here's a 
handy one, disable audible alerts. Those sounds, when people join or leave the meeting 
you can mute those here. 

Further down, I want to call your attention to my meeting ID. As a best practice, we have 
a lot of customers that change this to their phone number. It's an easy way to remember 
your meeting ID. You can feel [00:02:00] free to come in here and change this at any 
time. Then also take a look at some of the other options that are available here. A real 
handy one is to start the meeting without a moderator. 

If you think you're running late and you don't want to hold everybody else up, select this 
one because it's going to allow people to join that meeting without having to wait for you. 
If you'd like other people to schedule meetings on your behalf let's take a look at 
delegation. This is where you can add a delegate to manage your BlueJeans meetings. 
All you need to do is type in that delegate's email address. 

Next up, we're going to talk about scheduling a meeting. This is actually really easy to do. 
We're back on our "Meetings" tab at the upper portion of your screen, and we're going to 
click on where it says "Schedule meeting." You'll want to type in a meeting title. You can 
add a meeting description here if you'd like. You'll then want to select the date as well as 
the time for when this meeting is going to occur and its duration. 

If you want to have this as a repeat meeting, you can put a checkmark in the box here 
and select daily, weekly or monthly, when it will reoccur and when that reoccurrence will 
end. Then you can invite your participants simply by typing in their email address 
separated by a comma. If you want to go a little bit deeper, you can click on "Advanced 
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Options" and you'll see a few other meeting options available to you here. With all of those 
things selected, click on "Schedule Meeting." One other note on scheduling, we've got 
some really nice productivity tools available for calendaring and scheduling. 

If you head on over to bluejeans.com/downloads, you'll see some instructions on how to 
get started with the Microsoft Office 365 Outlook add-in as well as the Microsoft Windows 
Outlook add-in. If you use Google Chrome, we've got a browser extension for that as well. 
Now that you've scheduled your [00:04:00] BlueJeans meeting, let's go ahead and talk 
about starting or joining it. 

The first thing you want to do is open up your BlueJeans application. From there, you can 
mute or unmute your audio as well as your video feeds. You'll notice on the left-hand side 
here, we've got all of your scheduled meetings, including the one that we just scheduled. 
Notice, we can click to start or join that meeting. We can also click on the drop down here 
and join it with screen sharing only, meaning no audio or video, we're only going to see 
what's being shared on the screen, or we can click to join with just phone audio. 

You'll also find your personal meeting information up at the top. You can start a personal 
meeting here. Down below, if you've been invited to a meeting and you've got that meeting 
ID, you can type that in here along with its passcode if it has one to join it. As we wrap 
things up, let's talk a few best practices. 

Internet connection. You want to make sure you have a good Internet connection. If you 
can go wired, via LAN cable, that's your best bet, but in the day and age of Wi-Fi, many 
of us utilize it and that's perfectly fine. 

If you notice you've got a spotty Wi-Fi signal, you want to move closer to the Wi-Fi access 
point to try to improve it. I also recommend using a noise-canceling USB headset. This is 
very true if you're working in an open air environment, let's say, you are in a coffee shop 
with a lot of background noise. You can't get away with using the buds or earpods that 
come with your mobile device. A USB handset is always going to be your best bet. 

Finally, if you are not speaking a best practice, mute your line. It really cuts down on the 
extra noise, and if you are the moderator or the speaker of a meeting, you've got a lot of 
people joining, choose that "Mute on Entry" option. 

Finally, be sure to bookmark and head on over to support.bluejeans.com. [00:06:00] 
We've got a lot of information here in our knowledge base, most commonly asked 
questions, as well as video tutorials and more. 

[00:06:15] [END OF AUDIO] 

 


