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1. About This Guide

1.1 Targeted Audience(E}Z! HZ)

O] 7I0|E= 2 Tait #2 25 floil HSHMSUILCL
7| A2 X}
© RSYX

1.2 Basic Concepts(7|2 ZiM)

Of M0 M= EM0IM HE 2= U

o UEIX(UWE) : ARIALEE HEAILSRE ZM, A E= SEYS QO[T
© FS:YHIL 2E 30| MO HSULIL O] HE HIH= QUL E= 30| HEE HetTHH LIFsH0F FLICH

1.3 Icon Introduction

SHZ0A Ot0|2 2 Ofahet 25 LIt

Yealink Meeting 2| 34
opo|2
30| Hi&

1.4 Browser Requirement(H2tX HQXH)

Yealink Meeting 22| SEHZ0 M X|&st= B2t A= L3t 25U

OL0|Z2
52 or Later

T2 I8
Firefox 52 or Later
Safari 10 or Later
360 10 or Later / Chrome 55 7{20i| i

2. Sign into Yealink Meeting Management Platform
(Yealink Meeting &2] Es1Z0 2 E0{7}7|)

= 2101 HO[X|= S0Z 2= U LI

Ot2fet Z2 BIHO 2 Yealink Meeting 22| SSHE

—

HIE : h in inkmeetin m/m in
=

* Yealink Meeting URL &}& :
* Yealink Meeting 34 AtO|E(h ttps ZZ w.yealinkmeeting.com/po talZ) 2= HHO|Signin2 2

2791 HO|X|:= offet Z&U .


https://meetings.yealinkmeeting.com/manager/login
https://www.yealinkmeeting.com/portal/

~\
(=) Yealink Meeting
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Contact Us Download English

Sign in by email

3 T

New to Yealink Meeting?

« SEE AEXt= o2t 22 YO 2 Yealink Meeting 22| SHE0| 27101 & 4= JASL|CY
- O|HY AL HIUHSE 25t F Sign in 2 S ELIC

- Mobile &

SEot0], FZ HS ot HHHSE Y=t 7 Sign in & SHEUL.

10{H 2| 2™ 271921 T|0|X|2] Forgot password ? 2 22510 ZA| H{ZHSE 2|4 SHUA L.

- SEEIX| Q2 AKBIE Sign Up Free & S2/5H1 AB3ts O/IY EE SUIE HS2 HBS SHIAR,
S= 20| 2T 1002 THK[ AL JH5 5t THIBIIA(VMR) E29 HFS 402 SOF ARSI 4= ALt

3. Home Page(ZH|0]X])

Yealink Meeting #t2| Z2HZ0| 21Q161H L2 22 EHO|XE & & ASUL.

(= vealink Meetild

® © 6 06 00

o]

= Join by Browser | | Download
Upcoming Meetings Previous Meetings m Weekly
202040515
2020 Year may
Sun Mon Tue Wed Thu Frl  Sat 16:00-18:00 Shejigongshe’s meeting
1 yshe
12
ting D 2963527150
4 § 7 B 9 g
10 FT] @ 16
1 8 m on o oB
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1 Navigation Bar(4[H| /0| )

=<
D
1)
5
=
=
[¢°]
@
=
[4)¢]
el
m
il
|
il
=2
R
e
OH
ol
ﬂF
N
or

Operational Area(&& 37

Time Zone(AIZt QtLH)

Join by Browser(E2t2X 2 £0{517()

Yealink MeetingS PC, ZHIY, = ¢ S20|HEZ &g

Download(CH2ZE)

Yealink Meeting2 PC £= PHIUZ OIRZEE 2SI E=E QRIAEE H|

OH

New Enterprise(\122 7|2)

AE{ZELO|=E M-oHH 4Rl AYO| AETEL0|= AZLZ ¢[0|= &

Notification(&2)

HE.
=

rlo

ozl =
==

ol
=20 =
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Account Settings(A1& &)

AE EE HOo|XIZ 0|F

4. Managing Conferences(&|<]

q

Ha|5171)

4.1 Scheduling Conferences(g|2] AHIZEE 517])

JHQl 319f & QH|LE REO| VMR(ZHSEI2IA) S oflef & 4= AFLIT

=M )
1. Meetings 2 2= &LIC

Upcoming Meetings Previous Meetings

2020/01/17
¢ 2020 January ¢ %
Sun Mon Tue Wed Thu Fri Sat 14:05-16:05
1 2 3 2
5 & 7 B 9 w 1n
o ou s o
o0 oA 2 B M B 14:05-16:05
% 7 B 2 0 AN
Today
14:15-16:15

® Newive |

2. ScheduleE 2

& Schedule

Meeting Information
opic Mary's meetng
Start Time

2020-08-07 1610

Juration 1 0

S

DELTIN  Weakly

wulalalal's live )

Organizer : wulalalal

Meeting ID : 14B847.78687

Delete Join Now Meeting Control

Password : 761382 Details

wulalalal's meeting

Organizer : wulalalal

Meeting ID : 148847.57637

Delete Join Now Meeting Control

Password : 593938 Details

wulalalal's meeting =

Organizer : wulalalal

Meeting ID : 148847.19387

Delgte Jon Now

Password : 693471 Detais Meeting Control

2lotal AAE 0| X|= O|SELLH.

Participants(3/100)
+ Add Participants

zheng@yealink.com

Q%

mary@yealink.com

* |If an individual user joins an enterprise and the enterprise

Meeting Type

[ Persanal meeting room

] [ Personal Meeting 10214 754'66666

allows him to use the webinar feature, he can see webinar

yescription

(UTC+02.00] Beijing, Chongging, Hong Kong, Uramgi

from the drop-down menu

Personal meeting ID: use the fixed meeting 1D
Generate Automatically: use the random meeting 1D

r
| B Fecurting meeting  (Recurs every Wednesday ,52 times)
| Recurrence Weekly H
Sun Mon Tue B8 Thu Fri Sat

| Recurs every 1




[t 3l0] AHS B 4+ UBLICE

3. Save £ S=¥fLICE 3|2 0|25t Fl0ll MeetingsOf|Af 042}
HAE = = JFULCL

4.2 Joining the Conference(&|2] £0{5}17])
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2tef 0] 2[9)7t = Z0]

=M
1. Meetings / Virtual Meeting Room 2 2&/&LILCt
2. "*040}3’_ a2 2I°I =9 Jom Now = EE%H;,'AIQ_

Welcome to Yealink Cloud

4.3 Controlling Conference(&]2] &2|5t7])

4.3.1 2|2| ge] H0|X|2 S0{7}7]

AlZfst7| O

 OfotE =|9lo| HL, 219 AJZF 30= Hof 22| #e| HO|X|2 0|5 & &= ASLICE

+ OefE 2|99 = I HE= SMA R VMR TH 2|9 H|0] HO|X|Z 0|SE = AFUL.
=M

+ Scheduled conference (Gf|2F= 3[9]) : i
1. ot= 219l 2&9| Meetings 2 Meeting ControlS 2&/&LICt.
Previous Meetings

14:35-16:35 Shejigongshe's meeting



© VMR (7}d2124)
1. eIk &lo| 2%
Virtual Meeting Room

Personal Meeting

Meeting ID: 2963 5271 5079 Shejigongshe

hefigongshe

4.3.2 22| &2l 7|5

[4.3.2.1] XX S47/82H 8liH 715
=M )
1. 29| &2| HO|X[2] Mute All
2. ofidiol® Unmute All 2 é.é} AR
wulalalal's meeting
Lobby (0) Applying (0) Record (0) By joining time

Role Name Account

yuyan WebA&

[4.3.2.2] 8|9 ZZ/AZ M 7|5

30|18 F3/FF A B 4 AL 3197t H7
sjol0f 271312 5188 4 s

M)

1. 510 2| HOIXI2 Lock & S2ABHIAIL.

O] Virtual Meetings Room2t Meeting ControlS 2

2oAIR. T E HMXAtE 547

a GUGLOZAL

EEEIES

Join Now |
= MRt 4218 E2 = YUSULL

£ Mute all 9 Unmute all & Lock

Group ~ Internet

Once the meeting is locked, the following new
participants can go directly to the meeting without

waiting in the conference hall.

Host

Invited parties (regardless of role)

219 2= = 2120 H7re +~ Ql= BIHKI=
0l2t= HIAIXIE & &+ JUsUTH) &7

Attendees (1) Lobby (1) Applying (0) Record (0)
Role ~ Name Account
yI1923 y11923

2. Unlock the Meeting 2 22I5IMA|2.
5|o|7}t &2 aHA| =0 QUHH

s|o| 2H|2 0|S &Y
S7IAE| 39 &IHE

Cancel

Host

*  Everyone in the organization

Ch(H71R= RpAQ] FX| 2HHO|
}.

39| 7| AMOM TH7 =
+AOH, 0|=[4.3.2 5

.I
5e/71% & A13] 2 FaskA 2.

Group ~ Reject all

[on

@ Refused

, ZH[O| CH7 |52 BMAE Zetet ZE FMXAtE 21900 HHE + UASLICH
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[4.3.2.3] &[0]oIR &

* Basic(712) : 212/0fl F7tet ZE FIIXOIA MEFLICE. 7|2 2002 5.6/6.6 7|2 2|0[0FR HH0A 2t
& UAS LI
* Advanced(15) : SXHX}, E7IAL X YES Z&oHH CHE FH7IX0IA HEELILE 0] 7|52 &yststdl 7|12 &
115 2|0]0tR0| SLet A A MEE|H 15 2f|0]0tR0| MM o= MEFLCY
OIE S0, SMAAH MEEl= 115 [0|0tRE E-d=totH SMA= 7= 2[0]0tR0] ot
15 ojotRE A EL

=M ))
1. =9 &2 HO|X|M|AM Layout

= S=gUC
2. Basic 2 25l Oj7H4S M5

1SN 2,

HIIQ 2I0I0FR | 1+N, 22| 7] 2 FH SHHS Mesr 4 gL,
—_— AR £ 7152 SYSK1T A71R 47} Al Q1§18 51 AAS X4 AlZtof Tf2t
A &7HX}O| ILI2 0|0|XIE MBI
14N 2 FF| 813 BEGN S 2845t 752 A3 AT AH THE S B A
SN BHEHAIZE | 7SO A% USHR AIARO| HOIGHS ATIXIS XSO ABHLIC,
oISt ATIRIO A2 2 A0 ST CIE A7HAS| FAS MUUR SATUL,
0 7158 BABIoHH ZEXTH H|TIQ H0[0IRe| FY X0 THELIC
IHXxE _ _ =
ey D :[43.2.17] O AIHAS ARERI0|E HILRE SO ZIIXIE ARER}O|E b

A E E

=ZESHO0IER | o2 Mxsim ARESIO|E ZEIXJ} ARESLO|E HICIQE ST 0] 2AS FHEO
2 H|g-ds) #LC
-0 7|2 &85} 51H S &35t A7 7|s0]| H[2-MSHELIC

3. Advanced 2| ¥ S&/6IH, aligot= 7HH+E Fdstal, Apply £ 2610 135 X &5t Enable the

layout 2 2&/5t0{ +

ox 4

[4324]4E 2 8™

* Free Speaking(At§ 2¢1) : H7EAE7L 2[Q0ff E74et miOtCt 0H0| 27t g3t E[0(B7HAHE Unmuted) 72X 2
AREA 2 = ASUL

* Applying(H&) : E7tA7} 2|2|0f| E7tet miofct 00|37} HI2-d st UL (R7HAHE muted) SMALZ XAREA

e 4 AL COHE F7H= SHAZ S| LEE S8t 0|2 2 4~ AS LI
1)) HE2 o SF0|AE LoH7|E LIFHSHOF FLICE
=M

1. 39| 22| HO|X|0|M Speak mode S S|}
2. Yoly| BES MeotD 7S KABLC

Speek Mode

© Free speaking

Applying



e GUGLOSAL

[4.3.2.5] AIOIE O] F EAISH|

MCU H|C|2 O|O|X|0fl &7EAtS| AJO|E O|FS EAlote

rr

82 0| 7|52 g4t & = U&HC
1)) 712242 5.12 AIO|E 0|5 HEAI5t7]2} 6.8 AIO|E 0|2 HEA|2| M0y wa} CHELICT
=M

1. 3o &2| mo|X|< Layout ) Settings £ S&|gLICt

2. Display Site name 2 &3} &Lt

Settings

Display sitename [ @)

Display status @)

[4.3.2.6] AIOIE HE{ EAI}7]

S0 F7IKS S E= R & 222 20| MCU O|0|X|0f|AM Z7HAe] HEHE 22{H 0] 7|55 g-dst

=
=
2+ QgLch

o 2

1))

f1)) 71222 5.14 AO|E HEf EA|Q 270 m2t CHELIC

=M
1. 3|9 &2| H0|X|2| Layout ) Settings & Z2!&tLILCT
2. Display Status = 43t gLC},

Settings

Display sitename (@)
Display status (@)

[4.3.2.7 ] 34Xt =i517]

=M )
1. &< *—*El H0[X]9] Invite & EEIEHLCE
2 C}2 = SILIE $3MsHNA 2.
043*7(1 Ziot7| - A ZEt0|= CIZMEZ| 0| A Rt HEXE MEIRILICE T
3|9E Of|ofet m =CHSH EVIAE MEHE = JASL|C
v OHE MM x0i5H7] @ THE 719 Yealink Meeting AIEHS (7| A H+7HQUAIH), EFAL FX[2] IP 4 E= URI,
PSTN A1 ™ & = SfB AN HEE QUL L
v 0| =CH% : Email Invitation S —Z‘E—'!Oh_ H5h= EAXI0A O|H Y-S E-HLICE
v HH EA5H7] @ Copying information € 22{ot0] 32| HEHE 25t= RAXH0[A EHLICEH

ol

7|2 7

0x
rio
rx
1=z
=
mjo
T
Jn
ol
=

| A |
=

10



[ 4.3.2.8] Roll Call =]
&M )

1. 219 22| HO|X|9| Roll Call & E=HELIL:. 2|9 2= Excel I ZE LT,

[4.3.2.9] Xtaf 2LH7]|

22| H|0|X|2] Message = S/ &HLILCT.
St= D7 HS~E H™ LT,

o 1o

Text message

" Send object A

* Subtitles content Yealink|

0
* Type O Stat ibtithe Dynamic sut
* Show length 3 (5-3600s)
3. Send & S=gLIC.
[4.3.2.10] &]2| 2| H0|X] H{Lt7|
&) _
1. 23[9 22| I|0|X[2] End Meeting 2 S2I§ILICE
2. Exit & MESILICE 3|0l= A& TYELICE

[4.3.2.11] ]9 47|

=M
1. 29| 2] H[0|X|2] End Meeting & S &LIL}.

2. End Meeting & MEISILICEL 3|0l= ZEEMH BE 7= 2|28 L7HA ELC.

a GUGLOSAL
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[4.3.2.12] 71Xt Yst7| 2 S2l/HHSP|

=AME FXlot7| flol FH7tALS] LIEE siEotAL HREE = ASULL

AIZFSH7| 201 )) 257 (o MEE UsH| WHS AESHIAR. [4.3.2.4]9 Hot7| RE AHE FZSHIAL.
=M ))

1. 39 Zt2| I|o|X[2] Applying = E& &LIC}.

2. f5t= ZAMXE2=9| Allow/Refused £ 221§ T

Attendees (2) Lobby (0) Record {0

Role Name Account Group

_]l'”

yuyan Webh & - ] @ Refused

[4.3.2.13] Z7}RIQ] 5]Q] &4 MA 201/ HEH5H|

ZH[O CHZISHAL 2l2f0f] BAME o= URF F7IAS] 32| A LHSE S HRE & USLICH

EI H0|X|2| Lobby £ E&I&tLIC
2| AEQ| = Allow/Refused £ SIS},

Attendees (1) Applying (0] Record {0
Role Mame Account Group m

yl1823 y11923 -] Q Fefused

—.—rl-J

[4.3.2.14]H|C 7{7|/117|

CHE E7HRI7E O] H7IAS| HILIRE & o= UK HEE M0{5t7| flsh &7HAS] HIDRE HAU & 5= USLIC

—

|:|>|

24 ))
1. MR IAENN (14 2 SSHINIS. 0] HARK HITIE MY,
2. (418 250 HILIQE AHYAIL.

[4.3.2.15] YK SA2H/S4H s

CHE &7HRI7E O] H7IAS] S 8E =& = UK HEE Mof5t7| flsh F7HAE 47 or 34 oM & == UL

2M))
1. AN} 2 AE0N O = sa514M09. 0 &MRLo| Ol0|T= 24K TLIC
2. & 222510 2A7E SHEMSHIAIL.

[4.3.2.16] ZMXtet E7IXL 2H S HIET|

EHIIXE SMAIZ H™HE & JUSULCH E7EXEE 014 SR |10 K] S22 A2 SMA &3 FAE
USLICE FE|XH= AAERZ M-S 4 lEULC

=M))

1. TAXE|AENNM 9| Set as host & Z&I5IHA2.

2. 9| Make attendees £ ZZI5IMA|2.

12
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[4.3.2.17] MAIE AR EZIO|E H|D|RE MA5}7|

[4.3.2.3]9] 2|0|0tR YN 2HXE ALEN0|EZ HHYSIH ALEO0|E H|L|QIt AREZO|E
CHAIE| 2 O] F8=2 RIS 2 2 HI2tdst ELIt

« ANEZIO|E HILIQE Ed=tolH &3t & A0 7|S0] Bigtg=t LIt

I
[=
[
Hu

9| Spotlight & 2|5t HIL|L 2[0]0tR 2] S 2|X|0f ZAXte| G4 O[0|XIE

—E
>
[m
2
x

[4.3.2.18] £AXIE 2H|Z 0|FA|7|7]

22| =ME RXISH7| lofl 219/0] E7tet HIHAIE ZHIZ 0|SE & JUSLIL FE|AH E= Al=|Ats 2H|Z 0|F

EAX} 2IAE0A 9| Set Wait £ S2/5HIAI2.
[4.3.2.19] MO|E 0] BiH5}7|

71X AO|E 0|15 S HEE = ASLILE 55| 0[2]et H7IXI= Yealink Meeting #7H0| QICH IP S=t E=
Yealink Meeting @, PC £= 2HI 220[HES Sofl 29/0] &7te = ASLICE AtO|E 0|5 HESHH M AO|E
0|20] 7Kt 22, MCU 0|0|X| U E7HRI7} 218 MHSIALE 5[9|S W 1 TETE0] EAIFLICH AO|E Ol
HE2 2190 F7ret W2 FEotH TS0 2190 F7te I ALO|E 0]F0] 7|= 0|5 2= SO0FHLIL. AIO|E 0|F

T Heff 0|F0= et XA EsU.

=M )
1. MR E|AENNM 9| Renamed € S=5IAIL.
Role HName Accoun it Group Internet

wuyan Web 2 1 (=] -

1923 1923 - Il (=7

Renamed

[4.3.2.20] LOIRE Xt/ RIS KI5}

7RIS LURE RHHSHALE AHE SHAISHH H7HAZETHE &V 882 25 & Us HEE Mo + ASUL.

rr

=M
1. NI EAENAM 9| Block Audio £ S2I5HAI2.
2. °| Open tone 2 SSIMAIL.

[4.3.2.21 ] ZMX} ®AHSH2|

=M
1. &N 2 AEN N 9| Remove £ SEoIAL.

13



4.4 Managing My Meetings(Lt2] &|2] £t2|5}7])
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=M
1. Meetings 2 S2IgUC

Upcoming Meetings Previous Meetings Week!
2020/01/17
2020 January
n Mon Tue Wed Thu Fri  Sat 14:05-16:05 wulalalal's live
1w 1 : 6131 Now
1 @
4 2 14:05-16:05 wulalalal's meeting
1
Now
2. Current Meeting & 2&/510] LtZ & SILE +SHIAIL.
- Daily/Weekl £ 286l 27| MU,
- Details € 285t MF HIO[X[Z2 S{ZLICt HAIZt 3|2|E 8l Copy Invitation, Scan code to Watch EE=
Ch2 Xeig 2% 4+ ASL

Meeting Details

TC+0B:00) Bedjing, Chongging, Hong Kong, Urumgi

3. Previous Meetings £ S55t1l LS & SfLIE SA0HA L.
- Meetings/P2P Calls € 25t S3t2| RS HASIHAIL.
- Export £ 2E/5l0{ 2= S317|5S LHEHLIC

- ZE(ME o, A ZHA)E %"’gou, Hot= 7|19 =S Y=o =225

- () 22250 E31 ME 7|2 HO|X|2 THIAIL.

Delete £ S2IgtLICt, E|E0]| 5|91Z 25l Delete This Occurrence == Delete All Occurrence £ HXA MEHSITD
stz 3|2/E AXIELICE CHE 3|98 flol AeiE &Qlst O5S X E AMN|RILICE,
- Meeting Control £ 2&/6t0] 3[2| &t2| H[O|X|0fl S{ZLICt 4.4a2| 3[2| 2[5t/ |E &1
- Join now & 22!56t0 3|90 R EILICE 4.2 &2 3|o] &5t/ |E I ELIC

gLct.

14
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¢ Call Detail Records = Export

wulalalal’'s meeting

Meeting [D:148847.22447
wulalalal Meeting Mode 2020/01/16 15:08 - 2020/01/16 16:28
2 01:20:07
Participants
A Callng/Cal
Name Accoumt 2 Type Jointime ¢ Leave ime ¢ SFOUp Duration ¢ Permissson 4
e
Mike Web A= 01/16 15:49 1716 16:28 00:3%10 Participants Calling Yealnk WE
L Vel 1 1 1/16 154 1 ]
b /161 1/16 ! :01 ¥ I q
Web ) & 11/16 15:08 1/16 1% 00:24:42 Participants  Calfing Yealink WE

vi1923 SIP P Call 01/16 15:16 )1/16 15:3 00:16:49 Participants  Calling Yealink Me

5. Conference Settings (2]2] 4%H)

(for Conferences with Fixed Conference Number)

2]9| =74 YE 312121 R 73| eld ) el /¢ MojLt) HE S =I5t 2o 2 H0|X|= O[S

5.1 Setting the Conference Passwords(2]2] H|HS MH)

Hl%tﬂié J’SI ofALL I2Jo| HIZHS E ALY 4~ UFULE 1 = HEE Y5 = oot 219/ Z&ott 0]
VMRZHS 2 A)0IM 72 El= 2= 2|20 HEZE LT

I Set conference password J

...... “ Random Password

Changing the Settings here will apply to all scheduled meetings with a personal meeting ID Restore Settings

5.2 Enabling Automatic Recording(X}= =3} £d5}517])

0| 7Is= &datotH &7IA7t 2lof0f| &7Het I 2207t AS2 2 =3l

Advanced Settings ~

15
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5.3 Setting the Speaking Mode(&ZE 2 E MX35}7])
: ATIXI7} B19J0) Z01% HOICH 7| RO O[O 27t BASHE T(EIIRIS SA747}

0|27} HIZHABHEILICE (RI7HRH SAH)
3 Sofgt

* Free Speak(Xtg &) :
SHHIE) XIQEH 2t 4 Q&LCY
HX™MoZ 0O
Z=RHX}7L S| AHE 525t

7Rt éI°I0ﬂ "*7f°* moict 71=H2

- Apply to Speak(1 A1%) : &
STURIZ AIQEH 2t 4 Q1 CH2 AIIRH=
28t 4 UL,
O Fr L Apply to speak

SENME EAHS MY

ng Muting Au tomatically When Join the Conference
o Al XIS 2 SAH E4351617))

totH, &7H= 2350|219 HA3MS M AS2= 47 UL

@

1)) HS2 oH &

sHES

5.5 Setting the Reminder When They Join or Leave
(2=0| #oist7Lt 'S m, 2|ofeln HHst7])

28g + UAsLCH

St7{Lt MY W, CH2 &7AIOICH CHE QL] yzle M

a0l 3olE &

/ yoursell

Only receive the prompt sound by yourself

)nly moderators and the participants receive...

All participants can receive the prompt sound

5.6 Setting the Default Layout(7| 2 2|0|0}R MX5}7])
3l9] 7|2 2[0]0tR S H-E £+ UM RIIA7} 418 MCU O|O|X[0fl= AFEXIZF XSt 7|2 2|0[0fR0] MEE L,
® - | -
— © @
] ] = N ==
(o] Gallery mode
Layout mode: 1+7
Polling time: second
O every pictures(only 1 view is rotated each time)

Whole screen switch(switch the whole screen each time)

Voice excitation time: second
16



m2tolE 43
uroix} m = AL ZEOIM AR Z7EAH =7} 51 H G 2|0 H|D 2 0[0|X| =& =1koHH A|ARO] &7t
s AtQ| HIC|L O|O|X| AfO|E AtS2 2 Heatg|t

N 2{2) BN SR A7HE 47t S G A0 HICIS O|0|X| 48 E5R1 AARO| &7t
== Xko| HIT|2 0|0IX| AO|S XHS 0.2 HBHBILICH
WHAF BEOIA ALZ{7} AR S S B8E AIZH SO A4 251R AIARI0| Wolst
SYEMAZ | £ FIINE RSOR MHFLIC, Wolsts ATIXII BITIR 0|0jXI= 2 HICIQ 0[0|X|2
S5\ T TH2 A7HRR) BIT|Q 0|0jXls HAROR ZASLICH

5.7 Setting the Max Video and Content Resolution
(ZI0] HIC| % ZiBI= SHA T MH5}H7|)

QIE{Z2}0| X CHYZ Q| Mgt 2 Z[0H HIC| ! | AHI= S EE A5t MHSHH|C|R EES HE = USLIC
Max video resolution ‘ FHD (1080P)
Max content resolution FHD (1080P)

HD (720P)
Max call bandwidth

SD (360P)
Max content resolution 1080P/30FPS
Max call bandwidth 1080P/30FPS

720P/30FPS
Single participant stays

1080P/15FPS

overtime

5.8 Setting the Call Bandwidth(§3&} LHYZE MZX5}17])

AHEZELO|= EHQ".EQI H2rofl 2t MHOAM 2]2] E7IXIA EWE S5t HY=S et + ASUL. HIE S0, Sat
HEZFS 2M2 SEULE HI7HAL AHEsh= tHEF0| 4M2 B2 l O|0 &7total X7 MH et Fe f 27t &
EUE HY=2 2M YU,

Max call bandwidth ' 2Mbps ’
Single participant stays 4Mbps
overtime 3Mbps
2Mbps
Auto end conference
1.5Mbps
without moderator
1Mbps
Display local video 768Kbps
512Kbps

Show sitename

17
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5.9 Setting Single Participant Stays Overtime
(St Z71Xtel glof Zat A|Zt B H35H7])

o

ot 2

I:I>"

IR EUE M 2|97t A& E= M2t 2Fot0 2|9|F &E[otil MH 2AAE stES  QFL,

@

5.10 Setting Auto End Conference without Moderator
(SXHX} e10] g12] Xt=E =& MH5H])

SMA7L G R NS A2t ZIE 7510 22 2918 S=otd MY 2[aAE HEE 4 UFLC

5.11 Displaying the Local Video(2Z H|C|2 E7[)

0| 71s& &gatot™ MCU OO X|0fl EA|E 22 H|T|L 0|0|X|§ & == AE UL 212 S0l 2Z H|C|L 0[0[X|7F MCU
O|0|X|Z AIEoty AS0] 2t FEks 0|X|l= 89 22 HIH2 0|0|X|§ 57|21 MCU O|OfX|0M ZZ HIT|RE
2 A 01A|rt
=T M- .

Enable

5.12 Displaying the Site Name(AlO|E 0|E EA|)
0] 7152 445} 5131 MCU OIDIXI0) Z7FKH] ALOIE 0|22 & 4 USLICH,

Enable ‘:.
5.13 Displaying the Participant Quantity(Z7}X} 4= EA|)
01 7152 &5 517 QTS T FWALOR 30| HAS AR A5 & & AU

Enable e
5.14 Displaying the Site Status(A}O|E AEH HEA[)
01 7152 B3 512 MCU OIDIXI0 A7HXtS AEHE 2 4 UBLIT(ex. ATIXIS) SAH, At AEH 5)

Enable ‘_)

5.15 Displaying the Audio—Only Participant(2C|2 HE E7IXt EA])

0 7Is& &dat 5t MCU 0|0|X|0f| 202 HE &7HAtQ| HIH 2 O|0|X|E & 5 USUICE

Enable

18
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6. Conference Settings (&]2] %)

(for Conferences with Random Conference Numbers)

Yol9| 2|9] HS Tt U= 2[99 B2, 2|0 H¥= 22010 32 278 HO0|X|Z O|SFLIC

6.1 Enabling Muting Automatically When Join the Conference
(&]2]0f £OiA|, XIS S 2 H 23} 517])

0] 7|52 &datotH F7HAt7t 220 &7iotH Ats22 S47 gL
1)) 29l 5t S¢, 0] 7|5 H¥S HEolL ACH T S 212 ELt= M= o2 219/0| J&ks FLIG
=A))

1. Meeting Settings & Z2I&LICt
2. Basic Settings ZE0|A, 3|2| &7t A| XS SAHE &35t LIC

Basic Settings Advanced Settings

Mute automatically when join Enable Q
meeting 1 t t n entry

6.2 Setting the Reminder When They Join or Leave
(&7F517LE e Al, 2|01 HHS171)

CHE E7IXE7L 22/0f E7istALE LIZ I 2T UES AFY 5= UASUL.

t

ikl
d

» 2l9l ot= S, 0] 715 &S HEoHH T S 2|9 Hit= M2 oofE 2[Qof dets S,

=M
1. Meeting Settmgs £ St
2. Basic Settings 20N, Of2t0|E{E X &otl H-eLICE

Only receive the prompt sound by yourself

Close
Default layout Only receive the prompt sound by yourself
Only moderators and the participants receive...

All participants can receive the prompt sound

6.3 Setting the Time for Joining Conference Beforehand
(APH 2|o] £71 A2t W)

AHEX7L O 2= 3[ofof O]2] EOE = U= AlZES XIFE 4= USLICE

=M

1. Meeting Settings & 22/sLCt.

2. Basic Settings ZEO0|A, TH2t0|HE XMESI A-SLICH 7|23 302 LICH

Join before meeting starts 30 (5-180) minutes

19
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6.4 Setting the Password for Meet Now Conferences
(AA|ZH 2|9 E I8t HIY HH5171)

=M )

1. Meeting Settings £ 2=&tLIC}.

2. Basic Settings &0f| 1 OfleFE 3lolo H|YHS HEN &dt= HYHS HEE MEiSH D X&eiL|Ct,
712342 HYHS i3 LI

No password © Random Password Custom password

6.5 Enabling Choose Enterprise When Signing in
(29! A, AE{Z2}0|= MEH £ 51517])

0| 7IsS &datotH 2191 of Wintt &fXt7t LIEFEfLICH DFX|8fQ 2 MEHst 7|40 21215HA Ut 2121 &4

A= Chsd 20| ZAIEULD, H
Select a enterprise .,

N

Super

alibabb

1)) 0] 7|52 HIgHst ot & 7|7t Met0| Bt 22 71l A HO| X[ BEE = USULCL 7282 AH
A‘lI‘l— iPX'I.AIAIE

Ny 7] JH01I » o2 7|t A E AFILICH

=M

1. Meeting Settings & Z2|&LICt

2. Basic Settings ®0iA, 2121 A|, A Z2}0| = MEH M5} BFLICE

oose enterprise when signing Enable

6.6 Setting the Default Layout(7|2 2f|0]0t= MZi5}7])

39| 7|2 g|ojotR e HHE o UM FIIXIIL =415 MCU 0| 0|X|0fl= ALXt7 HFEt 7|2 2(|0]0tR0| MEELILCH,

« AMEXP7} E|QIE oflefEt M 5|2 2| H0|X|2] 2|0]0tR2 MESt 7|2 20|02t SLFLICE

« 3|9 F0i 0] 7|52 HEE HASIH THFQI 3[2|7} ot M= M E oflef 319 Y HAI7H 3|20 FatS O|FLICt
1. Meeting Settings & 22IgtL|C}.

2. Advanced Settings 2| 0f2{0j|A{ 7|2 2|0]0IR S HH ot MERLICE

20
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Default ol . ; ;
=
@ @
| [ == ==
© Speaker Mode Gallery mode
Layout mode: 147
Polling time: 30 second
(o) 1 every pictures(only 1 view is rotated each time)
Whole screen switch(switch the whole screen each time)
Voice excitation time: 2 second
Itziolg 4%
uroiX} B AL ZEOAM SR F7IAL =7} 8 T Z[C H|C| 2 00| X| 5 Z=25HH A|ARIO| E7}
== - Atel H|C|L O|O]X| AHO|E KtSL2 HetgiLCt,
Maja| e A2 DEOA X F7EX =7t 3tH F £|Cf H[C| 2 O[O|X| =& =1totH A[ARIO| FH7}
= —_

[}

AtQ| HIL|L O[O|X| AO|E AtSL2 = HatgtL L,

SEA BEOA A7 AR AT 24 BI8EAJZH SO 2 25HR AIARI0| Wolst
HAZ £ IS XE0R ML, wetsts bl iU 0l0jxls 2 B2 oj0jxI2
S5\ D CF2 A7HRR) BITIR 0|0|Xls HABOE SASLIC

6.7 Displaying the Local Video(2Z HI|C|2 EA|)

g

ojo
1

0] 7|52 &datot®E MCU O|0|X|0f] EA|E =2 HIC|L O|0|X|E & += AFUILE 22| S0 =Z H|T|L 0|0|X|7t
MCU O|0|X|E RtEotd HAS 0| 2at0f FebS 0|X|l= 42 =22 HIH2 O|0|X|E§ =7|2L MCU O|O|X|0M ZZ
HIORE & == ASUILH

o2t
M
M

1)) =19

t

rir

S, 0] 7|5 2¥S HEoIL AOHH T S2

’

ol
ol

|9] HCH= M2 oefE 2of0 Fets LIt

=M )) OI2E 3[2 I MAZEEQE 2

1. Meeting Settings £ 22/&fLICt.

2. Advanced Settings &2| Ot20j A Display local Video & &3} &L},
Display local video Enable

Local screen with video screen display

6.8 Displaying the Site Name(AIO|E 0| HEA|)

MCU O|O|X[0f &7HXt2] AfO|E O|FE HEAlolH= 82 0| 7IsE Edat & =+ UL

1)) 219| S0l 0] 7|5 S HEok L HLHH T S 3]Q] HLt= M2 oefE (9|0 Feks SUT

]

=M )
1. Meeting Settings & 22/sL|Ct.
2. Advanced Settings &2| Ot2{0f|A| Show site name S &3} gtLICt.

tename Enable
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6.9 Displaying the Participant Quantity(Z7}X} 5= EA|)

0| 7152 &3t 6tH QLR T FMOZ 5|9|0f ZAMS ATIXO| £5 & £ USLICH

=M
1. Meeting Settings £ 2= &fLIC}.
2. Advanced Settings Z=0{A Display participant quantity & &5} LTt

Enable

©
6.10 Displaying the Site Status(AIO|E AE{ EA|)
0] 7|52 &gt stH MCU O|O]X|of] &7t HEHE & = USLIC(ex. E7IRIS] SAH, Xt HEH S)
1)) 3|9 F0f| 0| 7|s ™S HESH ALHH Tl S21 39| HLt= MZ o|2FE 320 FeksS SLICH
=M
1. Meeting Settings £ 22I§tL|C}.
2. Advanced Settings £2| Of2i0jA{ Show status £ &3t gfL|C}.

Enable Q

6.11 Displaying the Audio—Only Part|c1pant(2|1|2 HME EIIXL EA)

0] 7|52 &d3st stH MCU O[0|X[ofl 2L ME F7XIL| HIC| L 0|O|X|E & £ USLICH

1)) 32 0] 0] 7|5 A™ES HAESI ACHH Xl S0 3[2 Hit= ME o2 E 390 &S FLIC
=M )

1. Meeting Settings & 22|sLICt.

2. Advanced Settings &12| Of2i0i|A| Display audio—only participants & &5} StLILCt.

Enable

6.12 Enabling Auto Dialing(2LC|2 M& Z7}xt EA|)

0| 7|sS &8st & o USLICE TEpA] GIFE 22|7F A EEH AARO| =0 E H7INA AS2= =0 MetE

=M )
1. Meeting Settings £ 22/8fL|C}.
2. Basic Settings ®2| Of2{0{| A Auto call out = &3t BfLICEH

7. Managing My Files (Lt2] mel &a|3}7()

=5} ZOOE 0fofE 30| EE VMR Z4]
TR ZC{of= 7/ T2 THR0| B3 =2

7.1 Managing Recording Files(x&} I 2t2])

=M
1. Recordings ) Recordings & 22lot0{ =3t It 22| H0|X|2 0| SELICE.
Hol= OfY RERS| o E Z=6t0 SFLILCH

22



v' By link(R132& S3ll)
37H Y[ AL M URLZEQR 2=

IS BRY 4 YBLIC

CHE AFROIA Z

£ MH45t URLE= QR ZEE

Share files

Jy link Share to the members

dandan’s meeting

File size 4 File OMB

ration date Valid for 7 days

© Encrypted sharing Share it in public
1 password H621DX Random generate
PP O

v" Share to the members(#!

7o AIEA IUE SR = 7 RN SRIYSE = + UASUL.

Share files

Bylink  Share to the members
Q Selected (1)
~ & M Daniel' Choice AQ@ o
- M HR |
Jack Ma
Jm L;e V
» 1 I Test
Adq Xu -

-,

- fots It @2mo| ) & 22Ysl0l YU L= SPIL, | B 2oI0] Y'Y
UBLIC, '

+ f3t =5t MU Me5i0] Download & 225101 S8t U LI22E 517{Lt Delete
Il AHIE 4 YBLIC

H&o10 Hot= AMEL

Cancel

Clear all

Cancel

S SHOIILL AHE

£ 2&ot0] =8t
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7.2 Managing Files in the Recycle Bin(£X|S I} 2t2|517])

=M

1. Recordings ) Recycle Bin 2 22/6t0{ §X|S H|0|X|2 ZL|C},

v flote MY 20| [ 2 220510 =35 H0|X|E IS BpsiAL 1] £ 2slo Y gemoz
APHIE = UELICH

v glotE IS MENSI0] Recover 2 22010 =3t H|0|X| 2 IfY S S5t7{Lt Delete E 25t
MO E AAIE 4 ASLILC

v Empty £ 2=/510] I MM E SAHO = AXe = USLICH

=
=
ne
o

1)) 7I2Me R FXIS2 ANE IS 30

ne

Ol

2

O QX+ A2H MU 30Y 20| FAM=Z AH|ELICH

8. Adding Enterprises (YQE|Z2}0| X 7}5}7])

AIZESE7| Z0fl )) Apply to join the enterprise 7|52 M3t §L|C}.

=M )

1. Enterprise Management ) Join the enterprise S

2. QI IZZ0|= O|EE Y™t H, Search for S S fLICH

3. QIE{Z2{0|= 0|1t AEIZ2I0|= ID & &2Ist Z M A AMH(Applications for Membership)2 SHYAIL.
7|0l ™S 2ol 7|0 7t5H0 7|0 oS MH[AE ALSE &~ USLICH

Join the enterprise

d =

z

Enterprise: 212784

Applications for Membership

administrator

9. Account Settings (A& M%)

=M)) ) oad 2
1.2F4He - 522510
A 4 H0|X|2 So{ZLCE Shejigongshe

N

IR E +Fotal, Hots HOE HMEfStLL
=M =2 MEZ 0|S5HHL
AT 20| =F M35t Lt 2710t & 5= UFLICH

Personal Profile
Language
Help Center

Enterprise

Sign Out
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