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Register an Account

In order to host a session, you need to be a registered user. On the other hand, participants who are
invited by the session organizer to join a session do not need to be registered in order to participate.

To register for an account, please go to www.mikogo.com/account/register.php and fill in the required
fields. Upon completing the registration you will receive an email confirming your account activation,
along with your username and password. The email address you supply is automatically registered as your
username. These details, email address and password, are needed to start a session.

Please note that you are required to supply a valid email address for registration purposes, such as
confirming your username and password.

Download the Software

To download the Mikogo software, click on the download link in the confirmation email that you received.
Alternatively, you may download the software directly from the Mikogo homepage
http://www.mikogo.com.

A window, as pictured below, will instantly appear stating that you have chosen to open the Mikogo-
Starter.exe file. Click Save and save the file to the desktop of your computer. Once the download is
complete, double click on the file to run the software.

f [ =% ]

File Download - Security Waming |2l )

Do you want to run or save this file?

[ﬂ Name: mikogo-starter.exe
Type: Application, 1.59MB

From: www.mikogo.com

[ Run ][ Save ][ Cancel

potentially hamm your computer. if you do not trust the source, do not

' j' While files from the Intemet can be useful, this file type can
\
4 run or save this software. What's the risk?

— — —

Upon opening the Mikogo-Starter.exe file, the M icon will appear in your system tray in the lower right
corner of your screen next to the computer’s clock At approximately the same moment, a message will
appear above the ™ icon, announcing that Mikogo has started.

Mikogo has started.
Click on the icon in your system
tray to start a session.
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Furthermore, along with the ™ icon, a Mikogo shortcut icon will appear on your computer desktop. For
future reference, you can double click on this shortcut to start Mikogo.

Click on the ™ jcon in your system tray and select Settings. Under the Account tab you will be asked to
provide your Username, the Password, and Your Name. Please note that your password and username

were sent to you in the original email.

r b
Mikogo Settings IAI

Accourt | Preferences | Start Options | Connection | Support |

name. if you dont have a usemame, goto www.mikogo.com and

@ To start a session, enter your usemame, organizer password, and your
register for an account.

Usemame
Need an account?

Password
Forgot your password?

Your Name

Save user name and password.
[7] Load Mikogo at startup.

[7] Hide splash screen on startup.

| ok | | Cancel |

By ticking the Load Mikogo at startup box, you can configure Mikogo to start automatically when you
switch on your computer. This way Mikogo will always be available in the background, and by simply
clicking on the ™ icon in your system tray, you can start a session at your convenience.

Start a Session

To start a session, click the ™ icon in your system tray and select Start Session.
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Join Session

Scheduler...
Settings...

Create account...

Exit _

After you click on Start Session, the Session Information window will appear, indicating that your session
has instantly started. The Session Info window contains all the relevant information that is required for
your participants to join the session. Most importantly this includes the Session ID.

' I m [‘

Mikogo Session Information &S )

Session Information | Preferences | Participants | Support |

Tell all participants...

@ ..goto Join.mikogo.com
..enterthe Session ID 270-060-736
...enter your name

...and then click Join Session.
Now all participants can see your computer screen.
To end this session, click on (M, icon in your system tray
Invite participants...
= Email Session Information
Copy Session Information
Copy Session ID

Participants: 0
0:14:17 ttime left for first participant to join)

Please take note that you have a 15 minute time limit upon starting the session in which the first
participant needs to join. Otherwise, the session will automatically end. Once the first participant has
joined, the time limit ends, and you can enjoy the session for as long as you wish.
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Informing your Participants to Join the Session

For participants to take part in your session, they can go to www.mikogo.com and click on the Join
Session link in the upper right corner of the Mikogo homepage. A file download window will appear
notifying them of their selection to open Mikogo.exe. At this point, participants need to click Run or Save
File, depending on the Web browser they are using. If they clicked Run initially, for security reasons, a
second window will appear where your participants need to confirm by clicking Run again. If they clicked
Save, they can then open the file by double-clicking on it which essentially runs the file. Participants are
not required to register on the homepage nor download the Mikogo-Starter file.

When your participants run the Mikogo.exe file, the Mikogo Session Login window will automatically
appear, as shown below.

f L& J]

Mikogo Session Login

@ Session ID

Your Name

[ Join Session

Before clicking on Join Session, your guests will be asked to enter the Session ID along with their name. If
you have selected to host a password-protected session, your guests will have to enter the Session
Password in a second window, as depicted below, in order to join the session.

f ]

Mikogo Session Password o)

This session is password protected. Please enter
@ the session password.

Session|D  803-463-826

Password

0K ] [ Cancel

For further information on how to set a session password for your online meetings, please refer to Change
Settings on page 28.

Alternatively participants can visit http://join.mikogo.com, enter the session ID and their name, and click
on Join Session. This will prompt them to run or save Mikogo.exe with the particular session ID already
saved for them in order to connect directly to the organizer’s session.
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Note: when a participant has joined the organizer’s session, the organizer’s system tray icon will change
to kd while the participant’s system tray icon will appear as (M}

At this point, you are now connected with your participants in a Mikogo Web Conference!

Mikogo Features

To make the most of your session and the Mikogo features, click on the W icon in your system tray to
open the following menu:

4 mikoto

Pause Transmission

Whiteboard

Switch Presenter 4
Remote Control 4
Send Files...

Lock Session

Application Selection
Back Monitor

Recording »
Scheduler...

Session Information...

End Session

Pause Transmission

During an online meeting, you are free to suspend transmission of your screen in order to browse through
confidential files or applications. To do so, click on the L icon and select Pause Transmission. If you
wish to return and transmit your screen, click on the W icon again and select Continue Transmission.

Whiteboard Whiteboard

Switch Presenter k Switch Presenter k

Remote Control k Remote Control k

Send Files... Send Files...
Whiteboard

For demonstration purposes, the current presenter can click on the L jcon and select Whiteboard to
open the Mikogo Whiteboard toolbar. This is ideal for drawing the participants’ attention to certain areas
on the presenter’s screen, as well as collaborative brainstorming. To delete all drawings made, but keep
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the toolbar open, click on the X . To close the toolbar, click on the * in the top right corner.

W BYE I="R=0 B P -

——————— _l %
Pdliss s+ w-s- - ERQ0O

Switch Presenter

At any point during the session, you may switch the viewing direction enabling one of the participants to
become the presenter and share their screen. Thanks to this feature you can either share your screen, or
you can allow one of the session participants to share their screen.

To switch presenters, click on the L icon and select Switch Presenter.

Pause Transmissicon
Whiteboard

Rermote Control k
Send Files...

Naturally, you may switch between different presenters as often as you wish. In general, the participant
who is currently sharing their screen (i.e. the presenter) will have a (M| icon, whereas the participants who
are viewing the screen of the presenter will have a L icon.

Prior to transmitting their screen, the respective participant will always be asked whether they are willing
to accept before becoming the presenter and sharing their screen with all participants.

[ swi L% J]
Switch Presenter Request St

@ Do you wish to become the presenter?

Before you accept by clicking '"Yes", please close all confidential windows

[ Application Selection ]

Remote Control

Not only can you view the screen of one your participants, but you may also assign Remote Control to one
of your participants. l.e. while you are sharing your screen, one of your participants may be granted
control over both your mouse and keyboard. This can easily be accomplished by clicking on the W icon
and selecting Remote Control.
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Whiteboard

Switch Presenter k
Send Files...

When you place your mouse cursor over Remote Control, a list of your participants will appear to the side.
You may then choose which participant you will grant remote control to. The selected participant will
then receive a notification message informing them that they now have Remote Control.

You have remote keyboard and
mouse control.

<M 1.02PM

The participant who has received remote control will notice a change of color of the Mikogo icon in their
system tray: (V1)

For the session organizer, who granted the remote control to the participant, the icon will take on a blue
color d and they will be notified that their participant now has remote control:

John
has remote control.
Press Ctrl + F12 to regain
keyboard and mouse control.

Please note that remote control can only be enabled if the session organizer allows it. In order to regain
complete remote control, click on the (M| icon and select Disable. Or alternatively you can achieve the
same result by pressing Ctrl+F12.

\ Switch Presenter »
Disable (Ctrl+F12) Remote Control
v John Send Files...
[ Lock Session

Alternatively, when one of your participants is currently presenting their screen, you can in fact request
remote keyboard and mouse control over their screen. This is accomplished in one of two ways:

1. Firstly, the participant in question (i.e. the current presenter) is able to grant Remote Control of
their screen to other participants via the Mikogo menu. By clicking on their (M| icon, the current
presenter can open the Mikogo menu and select Remote Control.
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Pause Transmissicn
Whiteboard

Switch Presenter k
Send Files...

The presenter can regain remote control at any point by clicking on their new d icon and selecting
Disable from within the Mikogo menu or alternatively by pressing Ctrl+F12.

2. Alternatively, if you are the session organizer, you are able to Request Remote Control from the
participant who is currently presenting their screen. To do so, click on your W icon and select
Request Remote Control. This is ideal when you have asked someone to join a Mikogo session,
and you wish to switch presenter to them and request remote control to assist them via remote
support.

4 mikoto

Quit Session

Switch Presenter >

Request Remote Control

Send File ...

However take note that before receiving remote control of your participant’s screen, that participant
must first accept your request.

( & ]

Remote Control Request U e

Do you want to give keyboard and mouse control to
John

[ Yes, give remote control J No

To regain keyboard and mouse control, press Crl+F12

Via either of these methods, the current presenter will notice a change in the color of their Mikogo icon,
d indicating that another participant has remote control of their screen.

To end the remote control function, the session organizer can either click on their L icon and select Stop
Remote Control from within the Mikogo menu, or the participant can simply press Ctrl+F12.

We recommend not using your mouse and keyboard once you have granted remote control to your
organizer or participant, unless you wish to disable control and click Ctrl+F12.
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Send Files

You can transfer files at any point during an online meeting. Click on the & icon and click Send Files.

Switch Presenter »

Remote Control »

Send Files...

Lock Session

Upon clicking Send Files a new window will open where you can select the file you want to transfer to
your recipient(s).

@ N
Send Files L = |

@ Files Recipients
John

AddFies | [ Remove Files [ Send

Once you have added your files and clicked on Send, your recipient(s) will be notified that you are
requesting to send them a file. The recipient(s) can either accept or decline to receive the file. If the
recipient(s) accept the file, they may select the appropriate place where to save the file on their
computer.
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File Transfer

John wants to transfer 1 files to your computer.
The total size of all files is 24.064 KB

Example.doc

24.064 KB

C:\Usersh Documentsih ikogo";.filesi.

[] &lways apply to files transferred by this user

=

Application Selection

You can select which applications you want to share with your participants, and which applications you
would rather keep hidden. To select specific applications, click on the W icon and select Application

Selection.

Lock Session

Application Selection

Back Monitor

Recording »
Scheduler...

Session Information...

Upon clicking on Application Selection, a new window will open showing all the applications currently
running. A green checkmark to the left of the application icon indicates that this respective application
will be transmitted. An unchecked box indicates that this application will not be transmitted and instead
the session participants will only see a blue area. The window below the checkboxes provides an instant
preview of what your session participants will be able to see. With Application Selection you can assure
yourself that you will only show the desired applications that are relevant for your session purposes.
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Mikogo Session Information l Y I

| Session Information | Preferences | Participants | Support |

@ v X Show new applications Color
[2? Desktop i e
by Taskbar & System

M Mikogo E‘ =
@& Mozilla Firefox _ ="
|®]Inbox - Microsoft Outlook — =l

>

[V L Mikogo User auide X

Enable viewer pointer Quality/Speed

[] Enable instant screen build-up ) Max Speed

[T Hide desktop wallpaper (*) High Speed
@ Standard Settings
() High Quality

| Disable Service |

The Application Selection settings can also be adjusted prior to a session. Please refer to Change Settings
on page 26.

Lock Session

Once you have started a session and all your invited participants have joined, you are able to lock the
session room in order to prevent unauthorized people from joining. To do so, click on the & icon and
select Lock Session.

Send Files...

Application Selection
Back Monitor

Recording »

Even if someone has the current session ID and password, once the session is locked they will be denied
access and informed of this via a small notification window.
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Failed to join the session.
Session has been locked.

Naturally, the room can be re-opened for new participants. Simply click on the (™ icon and select Unlock
Session Room.

Send Files...

Unlock Session

Application Selection
Back Monitor

Recording »

Back Monitor

To give the presenter an exact representation of what their participants are able to see during the
session, Mikogo contains a Back Monitor.

Application Selection

Recording >
Scheduler...

Session Information...

By clicking on the (M| icon and clicking Back Monitor, the presenter will gain a small window on their
screen which will show them exactly what their participants can see at any point in time.
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To start recording your session click on the d icon, move your mouse over Recording and click Start.

Back Monitor I

Recording & Playback

Scheduler... Pause
: : Resume
Session Information... |
| Stop
End Session ‘ Cancel

If this is the first time you have recorded a session, you will be asked where you want the recording to be
saved. We suggest that you save the recordings under My Documents/Mikogo/records, but you can of
course select your preferred folder. Keep in mind that after selecting your preferred location Mikogo will
automatically save your future recordings to this location.

- | |'1

Browse for Folder i

Please select the location where you wish to save the
recording

[ m Desktop -
Fl E| Documents
. Albums

4 || Mikogo

| files

Em

| records
[» . My ChatLogs
[» . My Received Files
@ My Stationery
.. Motes
.| Photos it

OK ] [ Cancel

If you later wish to change the saving location please refer to Change Settings on page 28.

When you are recording a session a red circle will show up in the Mikogo menu, which indicates that you
are currently recording your session. During the recording you have the following options:
1. Pause - Recording will be paused and can be resumed at any time. If you paused the recording a
blue icon will be shown in the Mikogo menu
2. Stop - Recording will be stopped and saved in your chosen location (see above).
3. Cancel - Recording will be stopped but not saved
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Application Selection... Application Selection...
Back Monitor Back Monitor 7

Scheduler... ‘ e Scheduler... Pause

: : Resume ; ; Resume
Session Information... Session Information...
Stop

Stop
End Session Cancel | End Session ‘ Cancel

It’s important to note that session are recorded in proprietary format and can only be played back with
the Mikogo Session Player. The Session Player is located in the Mikogo program folder. Alternatively the
Session Player can be downloaded from: http://www.mikogo.com/downloads/session-player.exe

.. Mikogo
™) Mikogo
ﬁ? Remove Mikogo
IE Session Player -

1 Back

ktart Search

VIE Session Player l=[&] = |
o By =1x ¢ «» N
LI

Session |D: sxx-nxs-xex Time: 0:00:00 / 0:00:00

To playback a recorded session, click on the = icon in the Session Player, and locate the recorded file
from your chosen location for Mikogo recordings. Mikogo recordings are saved in .bs4 format.
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( Select file to open |£|1
[1b] pe
v : |
VAN, | l0 « Mikogo » records - | +y | | Search e

| Namef Date modified Type Size Tags

Favorite

D H 20090211135016-207408858

CEoP@Er NS

D
R
C
D
P
M.
R...
M..

Folders

File mame:  20090211135016-207408858 + |Recorded sessions ("bs4) |

TS W

When you open a new recording for the first time, an Index missing window will pop-up and asks you to
index the recorded file. Indexing allows you to jump back and forth randomly to different positions in the
recording during playback, and therefore recommended that you click “Yes”.

[ |

Index missing

% Itis recommended that you select to index your recorded file, Indexing
WY thefile can provide faster playback, especially for larger files above a
few minutes.

Click "Yes" to create an index now.,

Yes Mo Cancel

After indexing the recording you can playback and watch your session. The Session Player control panel
gives you the following options during playback:
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I‘

o Bl = 1x ¢ & » e

(LT EATCEATePTePrePeFPPCTPPEPPPPFEFReT
Session |D: 207-408-858 Time: 00:00:23 7 00:00:49

A\

From left to right:

1. Open recorded session
Stop playback
Play/Pause playback
Decrease playback speed
Increase playback speed
Rewind 2 seconds
Forward 2 seconds
Automatic zoom
Maximize playback window

02 No v A WD

A couple of points to note:

1. As mentioned above, the sessions are recorded in a proprietary file format (.bs4) and can just be
played back with the Mikogo Session Player. Exporting the recorded session into a different file
format is not supported. If you are after a previous version of the Session Player, they are
available on the Mikogo Blog: http://www.mikogo.com/2009/02/11/recording-meeting-v203/

2. There needs to be at least one participant in your Mikogo session to record the session. If you
don’t have any participants in your session, you can still click on “Start” recording but Mikogo will

not record your screen.
3. Only your screen will be recorded. Audio is not supported.

Session Information

If a new participant wishes to join while during a session and you are after the Session ID, click on the

icon and select Session Information.

Back Monitor
Recording »
Scheduler...

Session Information...

End Session

The Session Information window will appear as it did when you started the session. Your participant can
then go to www.mikogo.com, click on “Join Session”, enter the session ID, and they will then join your

session.
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End Session

To end a session, click on the L4 icon and select End Session. Your participants will receive a notification
that the session has ended.

dmikodo

Pause Transmission

Whiteboard

Switch Presenter »
Remote Control »
Send Files...

Lock Session

Application Selection
Back Monitor

Recording »
Scheduler...

Session Information...

End Session

¥

If you are a participant taking part in an online meeting hosted by the session organizer, you may leave

the session at any time by clicking on the icon in the upper right corner of your viewer window.
Alternatively participants may click on their W icon in the system tray and select Quit Session.

& mikoto

Send File ...

v Zoom

Recording  »

Participants »
Scheduler...

L

Using the Scheduler

The first thing to note, is that you can open your Scheduler before you start a session or during a session.
Click on the ™ icon in the system tray, select Scheduler, and the Scheduler window appears:
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Join Session

Scheduler...

Settings...

Create account...

Exit »
L 6:29PM
g — A
Scheduler =[] ® ]
With the scheduler you are able to manage your scheduled sessions. You can schedule new sessions and view, edit or start
scheduled sessions. Furthermore, you can invite the session participants prior to the sessions and send session information by email.
Date ‘ Time [Duration) | Topic : Organizer Session 1D Password ‘
[[] Session is already in progress [ Session is scheduled for today
Start ‘ ‘ Edit Bl Delete 7 Copy Invitation Email Invitation
.

How to Schedule a Session

To add a new scheduled session, click on New. The window, seen below, opens and you can then set the
following:

Topic

Start (including date, time and time zone)

Expected Duration

Recurrence Pattern

Your Name

Session Password

1.
2.
3.
4.
5.
6.
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Scheduler ‘AF

Ta schedule a new session or to edit a scheduled session, please fill
out the following:

Topic

Stat 20030314 v 1835 5] GMT+02 v

Duration [15 min ']

Recurrence Pattern [one time v]

Your Name John
Session Password 7 i [optional)

["]Include Conference Call Information
lJse Mikogo Conference Call Service

lJse your own Conference Call Service

[T Remind Me

Email Address

Save ] [ Cancel

When you have filled out all the fields you require, click Save. You will then see your Scheduler again

containing the new scheduled session. Of course, you are able to click Edit and add several sessions to
your Scheduler as seen below:
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Scheduler =88] %8 |
With the scheduler you are able to manage your scheduled sessions. You can schedule new sessions and view, edit or start
scheduled sessions. Furthermaore, you can invite the session participants prior to the sessions and send session information by email.
Date i Time [Duration) i Topic ] Organizer Session 1D j Password
2009-01-15 12:48 PM GMT+01 (30 min) Company ABC John 736-803-784
2003-02-06 11:30 AM GMT+01 (30 min)  Software demo with XYZ John 524-644-203 123456
Wednesday 2:00 PM GMT+01 [20 min)  ‘Wednesday weekly meeting with John 246-115-823 sales123
[] Session is already in progress [ Session is scheduled for today
Start Edit Delete V Copy Invitation Email Invitation

Sending the Session Info to Participants

From the images above you can see a few buttons at the bottom of the Scheduler. Click on your session of
choice, and then click “Email Invitation”. Alternatively you can click on “Copy Invitation” and then paste
the info into a new email. This will contain all the info that you included when you made the new
scheduled session. Naturally you can send this information to your participants days before the session
begins, to notify your participants in advance of the upcoming session.

Starting a Scheduled Session

To start a scheduled session, open your Scheduler, click on the session so it is highlighted in blue and then
click “Start”.

In order for a scheduled session to start, you have to open your Scheduler and click “Start”. Sessions will
not begin automatically simply because the scheduled time and date has been reached - this is for security
reasons.
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With the scheduler you are able to manage your scheduled sessions. You can schedule new sessions and view, edit or start
scheduled sessions. Furthermore, you can invite the session participants prior to the sessions and send session information by email.
Date \ Time [Duration) | Topic ‘ Organizer ‘ Session 1D ‘ Password l
2009-01-15 12:48 PM GMT+01 (30 min] Company ABC John 736-803-784
2009-02-06 11:30 AM GMT+01 (30 min)  Software demo with XYZ John 524-644-203 123456
Wednesday 2:00 PM GMT+01 (20 min)  Wednesday weekly meeting with John 246-115-823 sales123
[[] Sessionis already in progress [E Session is scheduled for today
[ Start ] [ New ” Edit ] [ Delete ” Copy Invitation ] [ Email Invitation J

The session will begin and you will receive the Session Info window containing the exact same ID as
assigned in the Scheduler. In the above example it would be 246-115-823.

Once you have started the session, the session will be highlighted in green in your Scheduler indicating
that the session is now in progress:
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7 ==y | N
Scheduler IMI
With the scheduler you are able to manage your scheduled sessions. You can schedule new sessions and view, edit or start
scheduled sessions. Furthermore, you can invite the session participants prior to the sessions and send session information by email.
Date l Time [Duration) l Topic Organizer l Session D | Password ’
2009-01-15 12:48 PM GMT+01 (30 min) Company ABC John 736-803-784
2003-02-06  11:30 AM GMT+01 (30 min]  Software demo with XYZ John 524-644-203 123456
‘Wednesday 2:00 PM GMT+01 (20min)  ‘Wednesday weekly meeting with John 246-115-823 sales123
[ Sessionis already in progress [H Session is scheduled for today
Start | I Edit Delete Copy Invitation Email Invitation

How Participants Join the Session

Once you have started your session, participants can go to www.mikogo.com, click on “Join Session” and
enter the session ID. In this case they will be joined instantly and can view your screen in real-time.
However if for some reason, your participant attempts to join before you have in fact started the session,
the participant will arrive in the waiting room:
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[ Mikogo (=l@] %

Topic. Wednesday weekly meeting with Sales | Please wait.
Organizer: John
Participant. Paul

The session has not started yet.

Start: 2009-03-18 14:00 (GMT+01) You will be connected automatically
Duration: 20 min when the organizer starts the session.

Session ID: 246-115-823

Conference Call Information
To join the conference call, dial one of the phone numbers below and enter the following 1D when prompted: 246-115-823 &

USA +1-712-432-2807 |_=J
Canada +1-712-432-2807

Great Britain +44-(0)844-581-9167

Germany +43-(0)1805-009-491

The instant you start the session, all participants currently in the waiting room will automatically enter
the session and can then view your screen live.

Using the Same Session ID for Future Sessions

For any scheduled session, the same session ID will always be saved in the Scheduler and you may start a
session with this ID at any time you wish. This allows you to save multiple session IDs, which you can use
repeatedly, and send them in advance to your session participants.

Start a Scheduled Session at Any Time

Please note that you do not have to start the session at the exact time that was scheduled. Say for
example you scheduled a session last week, and today you now wish to start another session but you want

Mikogo User Guide




u Mlkogo

to use the same ID. In this case, open the Scheduler, select the session with the session ID you wish to
use, and click “Start”. The session will begin and the Session Info window will appear containing the same
ID that you had last time.

Voice Conferencing Service

If you require a conference calling service, feel free to use the provided Mikogo numbers. The organizer
and participants can call an appropriate number (based on location) and enter the current session ID. They
will then be connected in a conference call.

USA +1-641-715-3762

Canada +1-641-715-3762

Great Britain +44-(0)870-223-3543

Germany +49-(0)1805-009-491

Austria +43-(0)820-4011-5441

Switzerland +41-(0)848-560-351

Ireland +353-(0)818-270-080

Netherlands +31-(0)870-001-915

Belgium +32-(0)70-359-873

France +33-(0)826-109-023

Spain +34-902-881-244

Italy +39-848-391-826

Mikogo does not charge fees for this service. However a calling fee may apply where the amount will
depend on your telephone provider. Such fees would be applicable to the session organizer and each
participant.

Change Settings

Mikogo offers a variety of settings which can be easily enabled and disabled. Some settings can be made
effective for entire sessions and can only be changed prior to starting a session, while others can also be
changed during a session. Prior to starting a session, click on the ™ icon in the system tray and select
Settings.

Within the Preferences tab, you can select which applications you are willing to share with the other
session participants, and those applications you would rather keep hidden. In the upper right-hand corner
of the tab, you will find a checkbox titled Show new applications. By checking this, all new applications
opened while you are presenting your screen will be instantly visible for the other participants.
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Mikogo Session Information

[ Session lnfonnationj Preferences | Participants | Suppon‘

@ v X Show new applications . Color

(22 Desktop - | [

by Taskbar & System F

M Mikogo E‘

‘}Mozilla Firefox .

|®]Inbox - Microsoft Outlook

W1 L. Mikogo User auide X

Enable viewer pointer Quality/Speed

[] Enable instant screen build-up (7) Max Speed

[] Hide desktop wallpaper () High Speed
@ Standard Settings
() High Quality

| Disable Service |

At the bottom of the window there are three checkboxes: Enable viewer pointer, Enable instant screen
build-up and Hide desktop wallpaper. Checking or unchecking the first checkbox will affect the ability of
the participants to click and show their mouse cursor while the organizer is presenting their screen.

By ticking Hide desktop wallpaper, the presenter’s wallpaper will be replaced by a blank solid color. This
can improve screen sharing speed, especially if you have a high definition image as your desktop
wallpaper.

By ticking the Instant Screen Build Up box, your participants will see any screen changes you make in
faster response time. Mikogo achieves this by displaying screen changes on the participant's screen as and
when screen data arrives. This will ensure that screen updates are displayed as fast as possible.
If you prefer to update the participants’ view only after all changes have been transmitted, simply disable
the screen build up by un-ticking the checkbox.

You can also adjust the Quality/Speed settings. Max Speed will enable screen sharing in just black and
white but will improve the speed of screen sharing and is ideal for remote support situations. The High

Quality setting will transmit the presenter’s screen in true color and at its best quality.

Naturally, the Application Selection settings, including Hide desktop wallpaper and Instant Screen Build
Up, can also be adjusted during an online session. For further details please refer back to Application
Selection on page 12.

Under the Start Options tab it is possible to change a few different settings before you start a session.
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Mikogo Settings S

| Account | Preferences | Start Options | Connection | Support |

You can set a prefered session 1D, define a session password,

@ configure to record all your sessions automatically, show or hide the
participant list to participants, define the text displayed to viewers when
you pause the transmission, and set the saving location for your
recordings.

[7] Use the following session 1D

[] Use a session password

[] Automatically start recording

Show participant list to participants

Pause Text
Pause

Initial Viewing Direction
@ Share your screen
) View another's screen
() View & control another's screen
(©) Select inttial viewing direction at start of session
Saved Recording Location
C:\Users\Documents\Mikogo\Records" [z]

oK | | Cancel |

Settings that can be changed include:
o A predefined Session ID
e Using a Session Password (as well as a Session ID)
e Recording Settings
e Pause Transmission Settings
e Initial Viewing Direction

Selecting a predefined Session ID allows you to use the same ID repeatedly for future sessions. However
please note that if you select your preferred ID and someone else has already saved that exact same ID in
their own settings, you will be allocated a unique Session ID

As an additional security measure you can set a Session Password prior to starting the session. To set a
session password, check the box next to Use a session password and enter the password in the respective
field. If you set a session password, the session participants require not only the 9-digit session ID but also
the session password to join your session. The password needs to be entered within the Mikogo Session
Password window, depicted earlier in the Mikogo User Guide on page 6. Setting a session password is only
available prior to starting a session via the Mikogo Settings window.

By default, when you pause transmission during a session, the text displayed to your participants will
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read as “Pause”. However you may change this by adjusting the field below Pause Text. More information
on the Pause Transmission feature is available on page 7.

To assist Mikogo users in remote support situations, the software allows you to predefine the Initial
Viewing direction of the screen sharing as well as remote control abilities, prior to starting a session. This
allows the organizer to start a session, and then view the participant’s screen (with their consent) upon
joining the session.

It is also possible to choose or change the saving location of your recordings. Simply click on the icon to
the right of the field under Saved Recording Location. A window will open allowing you to select the new
location for saved recordings. More information on the Recording feature on page 14.

If required, you can click on the Connection tab to manually enter your proxy settings before you start
your sessions.

p
Mikogo Settings l_

| Account | Preferences | Start Options | Connection | Support |

Mikogo is firewallfiendly and detects proxy settings automatically. In the

@ event that you cannot start sessions, please verfy that you are
connected to the Intemet and that no personal firewall on your
computer is blocking Mikogo.

In the rare case that Mikogo cannot detect your proxy settings
automatically, you can enter the proxy settings below. if you still cannot
connect, please contact your network administrator and ask for the
proxy settings of your network.

Proxy Address Proxy Port ,

=]

@ No Proxy ‘ 0|
7) HTTPS Proxy

) SOCKS4 Proxy Proxy Usemame  Proxy Password
) SOCKS5 Proxy ‘ ‘
) Web Proxy

Proxy Domain

Test Connection

0K | | Cancel

Support Forum

You will find our Support Forum at: http://www.mikogo.com/support/forum/. Feel free to post any
questions or comments you may have. Our moderators monitor the Forum and reply constantly.
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