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[00:00:00] [music] 

Speaker: Welcome to Joining a Meeting From Your Computer. In this video tutorial we'll 
walk you through how to join on video meeting as well as review the moderator controls 
that you can use to host and manage your meeting. BlueJeans onVideo enable secure 
video meetings that allow you to connect with your colleagues and customers. With 
BlueJeans onVideo you can join meetings from your computer, mobile devices, room 
system or dial-in from your telephone. To get started, log in to your BlueJeans account to 
see all of your upcoming meetings for the day. 

Let's take a look at some of the features on this page. Click Start Personal Meeting to 
instantly start your personal meeting, which is an easy way to meet with someone for a 
quick update. Click Schedule to schedule future meetings. You can integrate BlueJeans 
with your Gmail and Outlook calendars, so you can always access all of your meetings 
from one place. To join a different meeting hosted by someone else, click Enter Meeting 
ID. Click a meeting in the list to see the meeting details and then click Join to enter the 
meeting. Before you enter the meeting, you can check your camera and audio settings 
as well as a preview of how you will appear to other meeting participants. 

If you want to turn your camera or audio off, just click on the toggle switch to turn them 
on or off. To change the devices you want to use, click here. If you only want to share 
your screen and not be seen or heard, click the Screen Sharing Only option. If you want 
to connect with a room system, select the Room System option. When you're ready to 
join the meeting, click the Join Meeting button. If you are the first person in the meeting, 
your video picture appears in the middle of the screen. You can invite other participants 
by sharing this link through email or chat. 

Now, let's take a quick look at some of the features that are available to you. If you're the 
moderator of the meeting, click the Chat icon to chat with everyone or one on one with a 
participant. Click the Participants icon to fill your meetings roster. As the moderator of the 
meeting, you can mute any participant's microphone or audio by clicking on the respective 
icon. Additionally, a very powerful tool is the Now Talking tab. [00:02:00] When selected, 
the moderator can see everyone who is contributing audio into the meeting. If a participant 
is causing echo or has accidentally left their microphone on, then the moderator can easily 
mute them. 

Click the Share Screen icon to access the Share Screen menu. Sharing your screen is a 
valuable feature that allows you to easily collaborate with others. On this menu, you can 
choose to share your entire screen or a specific application. In addition, you can share 
any video clips that you have uploaded to your BlueJeans account or a previously 
recorded meeting. Click Switch To Phone to switch the meeting's audio to your phone. 
This can be helpful if you're having audio issues with your current device. 
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If you want to record your meeting and share it with others, click the Record icon. This is 
extremely powerful if you want to share the meeting with others who could not attend. 
After the meeting, the recording link is sent to you via email and it is also stored on the 
Recordings tab in your BlueJeans account. When you're ready to exit the meeting, click 
Leave. When you leave the meeting as a moderator, you have options to drop everyone 
for the meeting now or in three, five or 10 minutes from now. 

Thanks for watching this video. Now you should know more about how to join and manage 
an onVideo meeting. 

[00:03:26] [END OF AUDIO] 

 


