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First steps
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£ Authorization
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Run the application.

FY TrueConf

Enter your email or TrueConf ID to log in

Click Change in the lower right corner of the screen.

Click Connection, choose TrueConf Server and specify the

address of your TrueConf Server instance (please contact

your server administrator to get your server address).

@@EE@@@

Connected to TrueConf Online cloud

Click Connect.

TrueConf

& Settings

Audio and Video
Main settings
PTZ camera control
Network
I Connection
Limits
Test
Preferences

General

Connection

Network state: Connected to TrueConf Online cloud

Connect to the server:

(O TrueConf Online cloud

@ TrueConf Server

video.company.com

CONNECT

(3)

‘ TrueConf

¢ Authorization

Enter your TrueConf ID (login) and click Next.

Then enter your password and click Next.

Connected to

video.company.coméfvcs

Enter your TrueConf ID to log in

FY TrueConf

€& Authorization

Return to the previous step

Enter the password for your

smith@video.company.com account

Remember me

Connected to
video.company.com#vcs




How to find and add contacts to your address book

To open your address book, click E in the application menu.
When you start the application for the first time, your address book may be

empty. All users ¥ T

To find a contact, enter the user's name in the search field. /
O\ Langton

A list of matching contacts will be displayed below.

e
langton +

If you want to add a contact to your address book, move the mouse over the

user's name and click + .
Current server

&Q Jessica Lan... b \. u

as@® jessica

Your address book can be pre-filled by your TrueConf Server administrator. In this case

you can also add contacts manually.

.....................................................................................

After filling out the address book, you will see the list of all added contacts and their statuses:

@ —online © - away (automatically set after some period of inactivity, the default value is 15 minutes)

Z - online from a smartphone or tablet © —authorized, but the application is not running

& - online from a hardware or software SIP/H.323 endpoint © —do not disturb (can be set manually in the profile)

- participates in a conference as its owner ® - offline

- busy (in a video call or conference) — unknown status



Actions over address book contacts

To call a user:

* hover the mouse pointer over the user's name and click the call button ,

_ All users ¥
« or double-click the user's name.

Q)

- Jack Goody
@80 jack

To send a message, hover the mouse pointer over the necessary user name in the list
and click the chat icon B8 .

You can also view information about a user, block or delete a user (if you added the user

manually). To do this, right-click and select the corresponding option.

User groups

All user{{ ; Hoo4+
Vv Allusers
O\ Online users

Jack »
jack 2 .. ‘

Ty I Show groups

By default, your address book displays the list of all users (i.e. user groups are not

ann

Sort 4

displayed). To enable the display of user groups:

Bob Dimitrescu
bob

RN EN N

Joe Hill
1@ Joe

G Clickthe « arrow above the search field.

e Select Show groups.

'
Sl — w i
-
Elle Stanton E
elle 'a £
\r

>

— -




To create a nhew user group:.
a Right-click a user and select Groups.
e A list of groups appears on the right side of the screen. Click Create a group.

e Enter a name for the new group and click Create.

® ® . ®

All users ¥ #oo+ Select groups X Select groups
|- Jack Goody ] m w u
- 7 Call Leaders (3 Leaders (3
Ann Smith
- 5 Send message Q Ma )
arw negne Create a group X
#  BobDimitrescy %N Marketing Department () S nt
-e Block user Operators
Sales Department  ((
R.‘ Elle Stanton
@ Joe Hill
1® joe

e After creating a user group, you can:
* invite all group users to a conference

» add users to the group
* rename the group
* delete it.

To do this, right-click the group name and select the corresponding option.



Chats and conversations

To go to the list of your conversations, click E in the application menu.

Apart from texting and exchanging files files in chat you can also:

@

()

L 2
. Joe Hill '
a Search for messages Cohiveraationa + ‘ O:Ene o |l
. . . . l
To do this, click O, and enter your query in the search field. As Information
. . . . Today
you type, the matching results will be highlighted Q Files
™ JoeHill W 21:39 Clear chat history
i ® You:Looking forward to you...
Call a user Delete chat
Hit Block user

e Tap : for more options:

view information about the user
+ display the list of all files shared in chat
» clear chat history
+ delete the chat

* block the user.

Right-click a message to:

* replytoit

21:34 O
You can try out the prototype. me later ()
4 21:35 W
Reply

1
Great news, thanksz.r_;,9 Edit
Forward
Looking forwarg

Copy
Delete
Select

@J Enter message... @

« edit

« forward it to another user
* copy

+ delete

+ select (for example, select multiple messages and delete, copy or forward them all at once).




Group chats

TO Create a grOUp Chat TrueConf <Barbara Smith> e - O X

0 Click E in the application menu to proceed to your chats.

e Click + and enter your chat's name. Here you can also upload a chat

avatar by clicking on the icon to the left of the chat name.

Creating a group chat
Click Create.

e Chat name
E CANCEL | CREATE I

(0] |— News|

Select the users from your address book and add them to your chat.

You can view the list of shared files, search, edit and delete messages both In

group and personal chats.

Group chat features

To invite all chat participants to a meeting, open your chat and click the _ icon in the upper right corner of the screen.

To add or delete participants from your chat, open your chat and click the ge button in the upper right corner of the screen.

To change chat name or avatar, open your chat, click : inthe upper-right corner of the screen and select Information.



Creating a conference

You can schedule a conference or create an instant (ad-hoc) meeting with a minimum of settings.
There are three conferencing modes both for ad-hoc and scheduled meetings:

All on screen Video lecture Role-based

Participants can see and hear

only the moderators on the All participants can see and hear only the speakers on the podium. The maximum

All participants can

Description see and hear each . number of speakers is set when creating the conference. When this number is
podium. The moderators can . - i
other reached, no one else can go to the podium, including the moderators.
see and hear everyone.
NS G IR AR All participants Moderators * Moderators

screen (podium) * Any participant invited to the podium by the moderator

To create an instant meeting -

Conferences Conference settings Participants (1/49)

Click E in the application menu and go to Conferences section. _ s 3
ew conrerence 2

Brainstorm Q

+  Meetnow 4

Conference mode +a,  Addusers

Scheduled conferences
i ) All on screen (49x49) Barbara Smith (You)
All participants can see v £ o

° ° it

oin with conference ID 0 and hear one another S s

. Video lecture (1x49)
The lecturer can see and hear all
students while they can see an..
° Role-based (4x250)
ﬁ Participants can see and hear only
MR the speakers appointed b.

Other options

Select Meet now on the left side of the screen.

Enter the conference topic and select your conferencing mode of choice.

Conference templates

Click Add users below the Participants section.

Mark the users you would like to invite to the conference and click Add.

[:] Automatically approve join requests

Press Start to start the conference. T




To schedule a meeting:

‘ TrueConf <Barbara Smiths = u}
Conferences Conferences Q ° Click E in the application menu and go to the Conferences section.
New conference SCHEDULED VIRTUAL ROOMS TEMPLATES
+  Meetnow = é;,‘s?;"da‘e -
i N e Click Scheduled conferences.
Join with conference ID

MON TUE WED THU FRI SAT SUN

29 30 1 2 3 4 5

Conference templates
6 7 8 9 10 N 12
e e e e e Press Create a conference or °

20 21 22 23 . 25 26

27 28 29 30 31 1 2

3 4 5 6 7 8 9

3 O SCHEDULED CONFERENCES

+ CREATE A CONFERENCE °

rueConf <Barbara Smith> - [m]

Select the conference type:

Conferences Creating a conference

New conference » private (by default) - only for authorized users.

+  Meetnow Select a template
/

il Scheduled conferences

* public (webinar) - guests or users that don't have an account on your TrueConf Server

@ Private conference

Join with conference ID

instance will be able to join your meeting.

hat
Conference templates O Public conference (webinar) . .
; e Click Continue.
ac can joir

CANGEL W




eConf <Barbara Smith> - =
e General tab opens. Specify: Horfeancas Creating a conference
New conference
A. Conference name PARTICIPANTS(1) LAYOUT
+  Meetnow
Conferencing mode. For role-based conference you can also specify the number of G Sedied comtersnces N\
. . . Brainstorm
speakers on the podium and total number of participants o
Join with conference ID
C. Launch mode (scheduled meeting or virtual room) OWNER
Barbara Smith
D. Conference start time and frequency ———— B e

MODE

— Scheduled conferences automatically start at the specified time. Only the owner can

Conference mode
join the conference before it starts.

Role-based(4x450 vV

DATE AND TIME @
N

O Without schedule (virtual room)

Virtual room is a permanently available meeting space that you can access at any time
until it is removed.

.....................................................................................

@ Scheduled (meeting

Start time

25.12.2021 10:00 (]

Save as a template CANCEL m

Click Participants tab to start adding participants (or click &38).

GENERAL LAYOUT ADVANCED
(7 ber 145 Add participants (0 / 449) X Add participants (3 / 449) X
. . s Selected(o Contacts Selected(3)
Select necessary participants and click Add. Q = e
6 e & 'oterausers nameitt o anendport
Q 8 Ad;!‘r‘e;l;am’ . Groups A e oo Srovps
. . g Joe Hill @ Joe Hill )
Double-check your settings and click Create. . T
B.' Elle Stanton @ B
| DobDimitrescy Bob Dimitrescu g
_____________________________________________________________________________ , e
. Any conference can be recorded. To do this, select Enable conference recording in L - O T— e
- - )& s
the Advanced tab. The recording will be saved on the server side. To get the - :
recording please contact your server administrator.
. L — CANC] ADD(3)




Joining a conference

For TrueConf Server users

If you have a conference join URL

Click E in the application menu to open your address book.

From the conference scheduler:

as the meetings to which you have been invited as a participant.

Press E in the application menu and select Scheduled conferences.
Choose a necessary date in the calendar.
Select the necessary conference from the list and click Start a conference.

Go to Virtual rooms tab for a list of permanently available conferences.

....................................................................

If the conference is scheduled in advance, all participants will be

automatically invited when the conference starts.

.....................................................................

Enter the conference join URL in the search field and click the call button ’\. .

@ In the scheduler you can see the list of the conferences you have created, as well ';

e

T

e
.

-

O\ https://video.company.com/c/we Q

https://video.company.com/c/webi...

.

— O
Conferences Conferen Q
New conference SCHEDULED VIRTUAL ROOMS TEMPLATES
+  Meetnow Sort by
By start date -
il Scheduled conferences 2
/
December 2021 A Vv
Join with conference ID
MON TUE WED THU FRI SAT SUN
o
29 30 1 2 3 4 5
Conference templates ° °
6 7 8 9 0 11 12
@ 9
13 14 15 16 17 18 19
° L J
20 21 22 23 24 . 26
9
27 28 29 30 31 1 2
3 4 5 6 7 8 9
Sales &
® 13:00 &% 4 . Allonscreen
Webinar
®© 1800 &% 4 ‘I' Role-based °

(



For guests (users that don’t have an account on your TrueConf Server instance)

. T i TrueConf =
To join the conference, you should have a conference join link. Open it in your browser. @h_

Webinar

0 Enter your full name and click Save.

@

Application Browser

e If you have TrueConf client application installed, click Application. You will

be connected to the conference right away.

e If you don't have a TrueConf application and you don't want to install it, click

the Browser button. After granting your browser permissions to access your

camera and microphone click Connect.

& Truelonf -

viden serves com

..................................................................................

£) ADD TO CALENDAR

If the conference hasn't started yet, you will see the meeting countdown on the : Weblnar

conference web page.

You can add the conference to your Google Calendar or any other calendar right away

@ 28.12.2021, 15:00

by clicking Add to calendar.

....................................................................................




PIN-protected conference

"4:1 f <Barbara Smit
To create a PIN-protected conference:

Conferences

New conference

4+  Meetnow

a Click E in the application menu and select Scheduled conferences.

il Scheduled conferences

Join with conference ID

On the Advanced tab, mark the Use PIN to enter the conference box.

The PIN code will be generated automatically. You can click (% to refresh

Conference templates

or set your own PIN in the field below.

Joining a PIN-protected conference

Creating a conference

GENERAL PARTICIPANTS(1) LAYOUT

CONNECTION SETTINGS

Conference ID

Dnce you have created an ID, you cannot edit it

[J Use PIN to enter the conference

Enable uninvited users to join the conference

PARTICIPANT MANAGEMENT
[J Mute participants on entry

Qtnn nartininante’ vidan An antru

[[] save as a template

CANCEL CREATE

Enter PIN to enter the X @ g
conference - TrueConf Server provides multiple security levels: from
If the conference is PIN-protected, enter the . . . . :
You can request your PIN from the conference P - basic to cryptographically impregnable. TrueConf
owner PIN in the corresponding field and press - .
meetings are encrypted and protected from
Conference PIN Join. . . .
third-party access, while user data is safely stored
cocBE0E060 ©®

within your company'’s environment.

.
.
.
.
m e e w e e a e e e ?




Conference features

Sharing screen or separate application windows

N
. . .
a Click at the bottom of the conference window & S e
or the Ctrl + S key combination. : 1.4 - Display 2 (1920x1080)

Applications

e Select the screen or application you would like to share with
other meeting participants. Content sharing will start
immediately.

When content sharing starts, the application window will be 2 SRR,

minimized and the floating meeting controls will appear in the upper . | L (&]

right corner of the screen:

© =

Minimize / maximize Choose other application Choose the video View participants that Open advanced conference
widget window to share, show source to be displayed control your desktop controls.
your video over the in the preview area remotely during the
content or show your (available only during conference
video and content in screen sharing)

Stop content sharing separate windows.



Sharing slides and PDF files

0 |
............................... . e ’ | Slideshows

@Before the conference starts, you : -45 it

Reactions

can prepare your slides in advance. - B Leyouostoge

TrueConf - Conference (00:01:03) <Conference>

To do this, click E in the

application menu and select
Select presentation

Slideshows.
5™ slideshow
on 4 slides

Menu

Contacts

Conferences

Chats

Call history

Slideshows

................................................................

If you are a Windows user and have a Microsoft PowerPoint

installed, you can import your presentations from PPT and PPTX

files. If you are a Mac user, you can import images and pages from

PDF files.

e A slideshow window will open:
« to import a PPT/ PPTX presentation, click | 23
* to import a PDF file, press

+ to create a slidedeck from separate images, press | + |and select

the necessary file.

e After importing the file, click Start.

.................................................................

Press the arrows on the floating panel m to scroll

through the slides during the presentation. To stop, click n

...................................................................



Turning on/off your microphone, camera, and speakers

During a conference you can turn on/off your audio and video devices in the bottom of the

window;

* to mute/unmute microphone,click
* to turn on/off camera, click m
+ to mute/unmute speakers, click

A muted device is indicated with a crossed icon, e.g., n Click on this icon to turn your

device on.

Choosing other microphone, camera, speakers:

To switch to another device during a conference:

Right-click the device icon in the floating . ,
Select necessary device in the list.
meeting window:

. — change your microphone o Headset (MEIZU EP52 Lite Hands-Free AG Audio)

Microphone (SplitCam Audio Mixer)

. m — change your camera

Microphone set (Realtek(R) Audio)

. - change your audio output device

None

still can send an audio remark at any time during

the conference.

To do this, click Push to talk on the left side of the
conference floating control panel (or Space /
CTRL + T key combination).

0.

— You can also quickly switch between your

cameras by clicking E icon on your self-view

video during the conference.

....................................................



Adjusting your video layout

To change the order of windows in the layout:

Press and hold down the video window you would like to move with your mouse.

Drag it to the window you want to replace.

Release the button in order to replace the windows.

To enlarge a participant’'s window:

c e double-click the video window
e orclick E

| @ WueCont - Corference (00:18:51) <Meetng> - o X

The other windows will be displayed as thumbnails around your priority window.

To return to your original view:

e double-click the larger video window

e orclick E




Disconnecting member devices

(B TueCont - Conference (100031) <Meetng>

Participants (3) X

L C)\
s )

Click E in the upper right corner of the conference window to open the list of

) - \’ haad 2. Add participants pa rt|C|pa ntS.
. :@‘.‘ % Connected (3)
> ¢ " e Right-click the participant and select the necessary action:
( Rill Bush

B0 Send message
J
< 17 Appoint as Moderator

+ Turn on/off microphone/camera (available only for conference moderators)

Send DTMF command
i to start/stop audio and video of those users to other meeting participants.
B¢ Turn camera off

% Stop particpant’s audio playback

* Do not receive audio or video (available for all) - only you will stop receiving

) Don't show me participant’s video

audio/video from a particular attendee.

Participants (3) X

3\ Add participants

Connected (3) I ¢ :I
®  Tum off everyone's camen .
Turm on everyone's camens

- You can perform the above actions for all conference participants at once.

:m" - Todothis,click | ¢ | inthe list of participants and select the necessary action.

Stop particpants’ audio playback

3 13 ©

..................................................................................

Stan participants’ audio playback

Don't show me participants’ video

Show me participants’ video




Role-based conference

Roles description

In a role-based conference, only the speakers on the podium can be seen or heard.

Only the speaker can share screen and show slides.

All members of a role-based conference can be divided into two groups: the speakers and the

attendees.

If you are a speaker, you can:

c Take the podium
To do this, click the Take podium button in the floating control panel, or use the Ctrl + U key
combination.
To stop your presentation, press the - Leave podium button which will appear instead of the

Take podium button.

e Invite another participant to the podium
To do this, click the B button in the upper right corner of the conference window. When the

list of participants opens, move your mouse over the attendee and click 2 i

Note: when a role-based conference starts, only the conference owner automatically

takes the podium (not the other speakers).

— Brainstorm o
al &

Meeting Room

| (@) TrueConf - Conference (00:00:35) <Brainstorm>

— Brainstorm o

Meeting Room

‘e Addparticipants

. Speakers (2)

@ Meeting Room

g* Barbara Smith
Attendees (2)
R‘. Elle Stanton
‘
Q Sarah Willard
s sarat




If you are an attendee, you can:

@

— Brainstorm o
s ol Al

G Make an audio remark without taking the podium
To do this, press and hold down the m Push to talk button at the

bottom of the screen (or use the Space/Ctrl + T key combination).

e Make a presentation
To do this, you need to send a request to the podium: click Take

podium at the bottom of the screen or use the Ctrl + U key

combination . o
A request will be sent to the moderator and, if confirmed, you will be G;
(]

added to the podium as a speaker.

Invitation to take the podium >

You are invited to the podium - The moderator can invite you to the podium, and then you will get a

corresponding request. If you agree to speak, click Accept.



Application settings

Click n in the application menu to open the settings.

To select and check your To configure audio Go to More » Hotkeys menu To change the appearance of

camera, microphone and notifications and pop-ups, go for a list of all available hotkey the application, go to
speakers go to Audio and to Preferences » combinations. Preferences » Visual styles.

Video » Main Settings. Notifications and sounds.

= ® = )
< Settings Main settings & Settings Notifications and sounds € Settings Hotkeys € Settings Visual styles
Aadio and Video Audio and Video 4 Aucho and Video Audio and Video i
Camera settings Pop-ups inside the application Enable keyboard shorouts Colour scheme
I Main settings Main settings = Main settings Main settings O
Conference requests Light theme
ser F. AcSo oot shartcut
PTZcamera control e v o PTZ camers control e A P12 camera control : Kefoo PTZ comera control
= el S Dark thame
Motk otk ek Soeeiem  Zucas etk o)
Comectin . vncaiso RO Oomcton e p— perng
Limits Limits Rdctnen aedop da i ocitoots der s Limits [ Dectine o cal iwvitation or cuisn Limits
. request Videoares
Test Tewt Connacting a new participant to the contarance Test Test
e Frame cokor of active spesker window
Preferences Preferences Proferences M3ia an audio remark CrieT Space Profecenoes
Dasetop pop-ujss -
Genersi Gonersl " General Sortach (hosddons General O cusom [
Conference raquests book or chat is opened) Aahid
| Conference Conference hocpoet for Confermes Ranicination, GSSHIop oF CHARTRANI EIADY Conference Conference @ oetaur [J
Tools fip video Tols o Tools B Open sentings CuieE Tools
Confermnis mvenle Speen b 0 windows ]
Notfications snd sounds l Notfications and sounds 3 AR 5 Notsficatione snd sounds ) Notsfications snd sounds PSS Simen \ies s
[ Wncrewse framerste (up 1o 80 fps) 4 B conterence/call detalis Criel
Visusl styles Visunl styles s = M Visusl styles I Visusl styles 0 8
Bhr backround - - the R
Langusge LU rachiy o Languepe New chat message Longuege Open the Video recording menws Oty ol
st
Mors Playback device More Conecting s new prlepunt 1o the wonfereros More Open the disier Ciri+D More
Hotkeys For calls and confecentes Hotkeys I Hotheys Hotleys L] Contacta/chuts it compect mode
. | User appesrance on the network Open the content sharingmenu  Ctri+ §
Black list Poseaansnnc (Roakak(R) Aucio) A Black st Black list Black list Video area background
System info System info Sound notification System info Request the podum Ciriel Systern info [ Changethebackground
e e
About | About User appearance on the network About Badthe calVeonfunce Crle SNt oM Abont
For notifications -
oo Connecting 8 new particpant ta the conference
Lurammxch (Reakek(R) Audio) v B Turn onvoft microphone CirieShite A |
Conference event
Recording device Turn on/oft audio receting Cui+Shift+§
Conference request
Ha60p MkPOGOHON (Reakok(R) Audic! v E B Tum onvotf camena CtrieShift eV 4
B sonm
Switch to a different camenn Cui+Shiit+C i
| o rses s emesomo ] Incoming call I

S b e - PR



