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Intermedia “AnyMeeting” allows licensed users the ability to have a web-based video call or to hold a
multi-party conference call, (Bridge). All PRO users are authorized to have up to 100 web-based video
users or up to 200 voice only conference call attendees.

Users can start a multi-party voice only conference call at anytime by simply providing their 10-digit
conference bridge telephone number along with their “Personal” assigned PIN number. These numbers
are located on the end users “Home” page once logged in.

AnyMeeting Home Page
Frequently Asked Questions | Intermedia AnyMeeting
https://www.intermedia.com/anymeeting-faq

Desktop App Download

Downloading Meeting Installer (anymeeting.com)
https://www.anymeeting.com/AccountManager/DownloadInstaller.aspx?_ga=2.199984302.148721080
1.1634044051-2030416002.1634044051

AnyMeeting Quick Start User Video

AnyMeeting - Getting Started - YouTube
https://www.youtube.com/watch?v=N_lyZJbdpS8&list=PLCRe8TVknTfvjtc_IZGicDyWq7_44IWIt&index=
2
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% From your desktop launch the “AnyMeeting Application”
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% Login using your assigned email address. You will be redirected to the password screen.
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2 Or enter a URL of a meeting you wish to attend.
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% At the second login screen enter your assigned password. Note only your system administrator
can change your assigned password.
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% Once logged in successfully you will be at the “Home” screen.

¢ Note: By selecting the “My Meetings” tab at the top right from any page you will always be
returned to the “Home” screen
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% From the Home screen you can:
1. Locate your conference telephone number and PIN / Rest your personal PIN
Start a new meeting immediately
Schedule for future meetings
Join a meeting
Review past and upcoming meetings you have held or have scheduled for future dates
Customize your meeting URL name
(Account) Personalize your meeting settings
(Support) Access Intermedia “Knowledge Base” for end user assistance
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% One of the first things a User will need to do is customize their AnyMeeting settings. This will
assist in identifying your meeting request and whom it is from when sending out to participants.
o At the top of your home screen select the “Pencil” icon to edit your meeting URL. This is
the internet URL that is sent to participants that will be joining via the desktop and video
portions.
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% Enter your name or your companies name as the URL then select [Update Meeting URL]
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Choose a Meeting URL

% Second the user will want to modify or add a custom logo to their account to identify

themselves and their company.
o Select the “Account” tab
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%  Then choose the “Settings” tab
I Pty

Your Account | tumblison@data-talk.com

Mesting Settings

Edit You

eting Shortcut URL
Edit your Display Name Tour Display Mame is Cass Tumaison
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% Modify the following:
o Your displayed name (This is not the same as the URL settings. Type your full name
here)
o Your Avatar (This picture identifies you, the user)
o Your “AnyMeeting” custom logo. (Generally, this would be your company logo)
% Once updated return to your “My Meetings” tab
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Your Account | tumblisonfdata-tatk.com m

A squace image of 00x200 pixels recommended.
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%  There are two ways to start a new meeting:
1. Copy your meeting login information and send via email
2. “Schedule A Meeting”
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information into an email to send out to your participants.
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% Then select “Start A Meeting Now” to start the meeting.
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% To “Start A Meeting Now” select “Copy” from your meeting “Home” page and paste the
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% To “Schedule A Meeting” select the “Schedule A Meeting” tab

1. Enter a “Title” for your meeting

2. Choose a “Date”
3. Enter the meeting start time
4. Enter the meeting duration
5. Verify the time zone of the meeting
6.
access the web portion of your meeting
7.

If required you may add a passkey to your meeting that attendees must enter to

Manually enter the email addresses of all your attendees

8. Select “Schedule” to complete the set-up process and send your invites
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< You can modify a scheduled meeting at anytime
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< Click on your “Meeting Name”
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You can add additional attendees, update attendee information, cancel your meeting
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ANYMEETING MyMeetings  Account  Support  Logout

[E] Back to My Meetings

November Sales Forcast @

Tuesday, November 2, 2021 9:00 AM &
60 minutes | (6MT-05:00) Eastern Time | Web Conference

Password: [none] (&
&P Invite Artendees B4 E-mail Avendees & cancel Event
Meeting Information  Atiendess  Recording

Reports
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Audience Log-in URL: https://www.anymeeting.com/089-180-013
Send this log-in URL fo your attendees through e-mail or post it on your website.

Dial-in Number: +17069131155

Presenter PIN: 240-4454#

Attendee PIN: 089-180-013#
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View past meeting details

% Click on the past meeting “Name”
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2 From here you can review the reports tab which will show you a listing of attendees and other
meeting information.
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Back to My Meetings

Welcome @

Monday, October 18, 2021 1:25 PM

60 minutes | (6MT-05:00) Eastern Time | Web Conference
Completed

B4 E-mail Attendees

Attendees  Recerdinglj Reports

Attendance Report: View Attendance Report [Export to File)
View an Attendance report of your Meeting

Meeting Transcription:

View Meeting Transcription
View Virtual Assistant transcription

Chat Report: View Chat Report [Export to File]
View a Chat report of your Meeting
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Once your meeting has started you will be presented the following page and controls

Attendee will list all the names that are currently participating on your conference
Micrphone controls allows you to mute your mic or set-up your microphone devie being
used

Video share turnson and off your webcam

Desktop share allows you to share your computers screen to allow you to display
documents or other material pertinent to your call

Emoiji’s allows you to send “Reactions” to users during your call

Attendee
listing panel

Meeting End

# muteALL

n P Type here to search

Welcome #

Hosted by Cass Tumblison
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Controls
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Video Share
Controls

& At the top right of your screen you will have further controls
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Record the audio portion of your call

Change the video layout of your call

Add a “Virtual Assistant” to your call to provide call transcripts
Lock your meeting

Enable call encryption

An all-in-one settings menu

Help menu

Meeting end
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