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          Quick Start Guide
Collaboration made easy…

	Sign In: Signing into Collabrix is easy.  Simply click on the Collabrix icon on your desktop to get the sign-in dialog. Enter your email address and password.  Passwords are case sensitive, so you’ll want to make sure CAPS LOCK is off.   
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	Collabrix Command Center

Manage all of your activities from your Collabrix Command Center.  Use the menu bar, toolbar w/icons, or right-click on an individual or workgroup to initiate an action.  

The Toolbar:
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Chat with one or more people
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Host a web conference for desktop sharing or presentations, create adhoc meetings or conference with previously scheduled groups
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Broadcast a message or reminder – similar to a sticky note 
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The calendar icon allows you to manage your scheduled meetings 
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Locate users within your company’s account to chat, voice and web conference
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View history - IMs, broadcast messages, or web and audio conferences

The Status icon ([image: image9.png]


) indicates whether or not your contacts are online and available
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	Conferences
Scheduled Meetings: Schedule a web conference with Outlook integration – right click on a participant or select Schedule a Meeting from the Actions menu item.  
Adhoc Meetings: 

1. From the Command Center, click on the contact you’d like to invite and then click the telephone icon.  

2. On the Start a Conference dialog, highlight the Web Conference tab.  Your selected participant will be pre-populated. If needed, add or modify the email address. You can also add other participants – drag and drop from the Command Center, retrieve from Outlook, or type directly into the participant list. 
3. Click on the Create button and then the Join button to get into the web conference.  Collabrix will send email to all participants. 

As the conference host and moderator you have the ability to view all participants and their status. You can control desktop sharing on each participant’s desktop, or leave and designate a new moderator.
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	Web Conference

Start a web conference just as you would an audio conference.  Only this time, select the Web Conference tab.  Make sure each participant has a valid email address.

Presentation Mode: On the Meeting Control dialog, click on the ^ next to the Start button for desktop sharing. Select Allow Remote Viewing. Now click the Start button for desktop sharing. Each participant will receive an invitation to join the meeting. First- time users will receive a small Active-X control enabling participation.

Collaboration Mode: Pre-select which applications you wish to share and which will remain private/non-accessible. To Collaborate, choose to Allow Remote Viewing and Gesturing or Allow Remote Input Control.  

To switch places with another participant, simply Stop your desktop sharing and have them Start their Desktop Sharing.  
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