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1 Logging in System

1. Launch the Browser. (E Internet Explorer, . Microsoft Edge, ﬂ Google Chrome)

2. Enter the URL | http://[IP Address] or [Host Name]/ | in the address field and press enter key.

* [IP_address] or [Host Name] depends on user’s environment settings.

* Internet Explorer

- O X
e tﬁ http://[IP Address] or [Host name]/ I ~ @ =% | | Search... D~
(2 xSync Prime Collaboration L]
* Microsoft Edge
B <8 O xSyncPrime Collaborati X | + = O *
| L
< — O m I/ http://[IP Address] or [Host namel/ I Vxg fE 1. &
* Google Chrome
e
[® *Sync Prime Collaboratic X
&« = I Q. http://[IP Address] or [Host name]g’l

3. Enter the User ID and Password then click “Login”.

* User registration is required in advance. Please contact the system administrator.

xSync Prime Collaboration

_ISave your login information Login automatically
Click here to downlead NetworkDisplay Application
Click here to go to Information

What's New

18:00-20:00 System will not be available due to scheduled maintenance
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2-1 Start an Instant Conference

1. Click “Create Now”.

* |t is used when starting an instant conference without reservations.

E Start/Participate xSync Prime Collaboration

AsialTokyo (GMT+09:00)

Start/Participate
Participate User Settings
| Enter the required information | starta Conference

&4 Start a scheduled conference/Participate in an invited conference [&d Instant Conference

Confirm reservation

| There are no scheduledfinvited conferences. |

alle
" Create Now
Last Updated : 15:34 u

UParticipate in an not invited conference

[&d Schedule conference

@ Reserve

Possible number : 20 ( - 17:30)

2. Enter the details required and click “Start”.

B Start a Conference Y\Syﬂc Prime Collaboration

useri

AsialTokyo (GMT+09:00)
Star/Paricipate = Start a Conference

————————
Start/Participate User Settings

| Starta Conference(* indicates mandatory fielos. )

|— Back ‘

bl di— | 7/ Corence et b
) (> | our [0 ] minutte
e

If you are selected as
participant for a scheduled

comeroncekey — [eRCIL T conference, its details will
———— ATy SElEC S AT igaTls, Wi Sgpear T iTe Tairaime, tair view s Tiended canference from Tods)  gppear on “invited
: onferences

Therefore, the conference number is not required to enter for connecting the conference.

conference” when the day

User Search Email Address comes.

user3@Belonging 1
userd@Belonging2
user5@Belonging2

-Microsoft Edge
‘ ‘ Press “YES”.

| Delete HDelete AIL| [ send

» _Advanced Seftings

-Google Chrome
Click here to Press “Open xSyncPrimeScheme”.
set more P——
options.
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2-2 Make Reservation

If a conference date is fixed, be sure to make your reservation in advance. It will surely get the
conference started on the day. To reserve a conference, follow the steps below after logging into the

system.
y B Schedule conference

k 1";} Reserve

2. Select the date and time you want to reserve a conference.

| Reservations

| 25 ) 7 V) 5 e || | B Resoree

Availability( Click and arag to hiohiant g 2 Drag to select

desired time. q

PL
00 = “-“
.8

1. Click “Reserve” button.

1. Select the desired
date and click “View”.

9:00

2016/ 7/ 15 (Fri) 9: 00
10:00

Thour(s) Ominute(s)

3. Click “Next”.

3. Enter the details required and click “Reserve”.

| Make Reservation(* indicates mandatory fields. )

Conference Name | 715, Conference held by useri
Date and Tme(YMD hm) 2076 /[T Vi[5 V]
Duration{h:m} hour{s) minute(s)

Connecting Terminal

Conference Key (CNo (@Yes | 5039

Participant Selection Al
onferences.

Therefore, the conference number is not required to enter for connecting the conference.

gified titerence from Today's C

Email Address Address Book

User Search

user2@Belonging1

- e If you are selected as
userb@Eelonging2 participant for a
scheduled conference,
its details will appear on
e e iseaR “invited conference”

when the day comes.

P Advanced Seftinas

Click here to N\

‘ eserve ancel
set more | camst|
options.

4
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3 Inform Conference No. & Key to Participants

The host is required to find out “Conference Number” and “Conference Key” and inform its to all participants by
email or phone call.

Only “Conference key” is needed for the participants who were selected upon starting/reserving a conference.

— B For an instant conference (without reservation)

Conference Information can be found after starting (a) video
conferencing application.

3l Cont Info |21 sites = (X

xSync Prime Collaboration - |[%
Iy
= . (v]
8 userl ﬂ op Conference in progress
A My Desktop Whiteboard
__ Current Conference Info
| Conference Number | 2220 |
| Audio/Video Check | [Conterenas Key [omiE g ‘
\ Options |
Gonfe Sattings info \\\\J ‘

Conference Name 11/28, Conference H ere | S CO n feren ce

Holding Site [user1] No. & Key

Conference Number 2220

Use Conference Key Yes

Conference Key 6MIE

Conference Type Discussion

Save Privilege Allow All

S| 0w Diitans Al )
—
£ Troubleshooting
Reconnect a Conference

— B For a scheduled conference

Conference Information can be found after being reserved (it is reserved)

Start/Participate User Settings

I Entar tha rannirard inf. s | gtart 2 CAanfaransa

Conference Mame: 7/15, Conference held by usert
Date and Time{Y/M/D hom): 2016/07M5(Fri) 09:00 - 10:00(Japan Standard Time)
Reserved By: userl
T T T T 2 Yy 0280/C CSPrime/basel/Login.himl ?join=a9dc 90454 34bTH7 4c812f5e82792701
Conference Number: 1456
Conference Key: PALD
~—

1

[ select Close
Here is Conference No.
& Key Join

I ] \\:}) Reserve
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4 Start a Scheduled Conference

Log in the system on the day of the conference (which is held) and start a scheduled conference.

[ stertparticipate xSync Prime Collaboration
usert ASialTokyo (GMT+09:00)
StartParticipate 1. Click

______________________________________ 7

| Enter the required information | starta Conference

l&d Start a scheduled conference/Participate in an invited conference k& Instant Conference

Confirm reservation

rS— 2. Click
1530 eate Now
_q73p | %26 Conference held by userd usert FBN1 | Join
_112:?500 9/26. Conference held by user2 user2 | | Detail ‘ &4 schedule conference
1930 | siz6._conference heid by usert usert z3sM | Detail | .
— @ Reserve
Last Updated - 15:39

* “Join” remains invisible until the start date and time is reached.

5 Participate in a Conference

Enter “Conference No.” and “Conference Key” given by the host, and then participate in the conference.
For any conferences present on "invited conference", only conference key entry is needed.

[~ W Conference present on “invited conference”

FJ startrarticipate xSync Prime Collaboration

AsialTokyo (GMT+09:00)

Stari/Participate

User Settings

| Enter the required informatio 2. Enter the Conference | start a Conference
u Start 3 scheduled conferance/FPa key given by the hOSt-

S s ) 3. Click

e — Reserved By
) reate Now
_1157'733?0 9/26, Conference held by usert user1 Join | u

* &

Join” remains invisible until the start date and time is reached.

_ W Conference Not present on “invited conference” (in this case, conference no. & key is needed)

1. Double-click
“Start/Participate” tab kd Participate in an not invited conference

3. Click

2. Enter the conference no. _
& key given by the host. Join
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6 Speak

* |t is necessary to plug in the microphone device (that contains <Other function>
headset, speaker and others) before starting a conference.

Live View
Turn “Mic” button ON (located at Video Conference Panel) and then IE] Display the video window that
speak into the microphone. allows "Share Data".

Broadcast

EI Broadcasting will be started. Your
microphone and playing sounds
will be mixed.

Re-recognition of the device

e .
Microphone, speaker, camera re-
recognition of the device.

+~ There is if the Broadcast button is not
enabled by the installation procedure. If this
is the case, please perform the "Client
support tool" For step-by-step instructions,
please check the installation guide.

2. Speak

It is OK if the average of
deflection shown remains in
the middle.

1. Click
: It is speakable.
[ ofF |: It is unspeakable.

Adjust Volume Level

Follow the steps below to adjust the speaker and microphone volume.

[t Cutput
4

2. Adjust your
speak volume (the

3. Adjust the audio
volume heard from the

i i an speakers.
microphone input L
volume). N
| Note) Volume level
- |::> change being made
: i is for the current
1. Click aapgwaail ¢ |

Click here to set more options of audio or camera.
This can be also used when you want to save the
current volume made for the next conference.

7
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7 Present (lllustrate documents)

1. Click “My Desktop” on the operation panel.

My Desktop

2. Prepare documents to present. (Open files or applications.)

3. Click “Share Data” on the operation panel.

Share Data D | >

Hide All Sites/Video Conference Panels

[ Mouse | Screen Capture

] ’Screen Capturel

Your current desktop will appear. I

My Deskiop (The sareen is shared)

My Desktop

v | ¥

My Deskiop RV (]

| I'QE Penz

IIECurmr Pen‘ J & Erzser “, Selector |

The frame of Desktop is covered in
orange while "Share Data" is used.

.

When the documents are hidden behind the (visible panels), hide All Sites or Video Conference panels.
ClickE right above to hide its panel from the view.

They can
be hidden
from view.

MNewYork Sl
"~
Tokyo (1}
Magoya 5 =
* €
[London]has participated(18:03)

To show the hidden panel again, click the button on the main

panel.

T YA Confilnfoll Al Sites | Video [IRaliRal

v | [

Minimize button
is enabled
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8 Use of Pens

Drawing with the pen is available on both sides (presenter and other sides).

Here are the draw tool buttons.

It can be used on the whiteboard
or the screen while presenting

rfﬂ Peni J,QE Pen2 I:ECurmr Pen & Eraser documents.

Draw in Pen/Edit Colors

1. Click “Pen 1” or “Pen 2.

3. Click to close the dialog.

——
Penl Settings E

[ —y P
N B =

2. That enables users to draw in pen. Edit Colors Thickness.
1. Right-click “Pen 17, J 0t @
“Pen 2” or “Cursor Pen”. Transparency
(5)0n

2. Select “color”, “size” or
“transparency” of the pen.

Draw in Cursor Pen

Any strokes made by the cursor pen will automatically disappear. Therefore, it is
convenient to point the data as if drawing a highlighter pen.

1. Click “Cursor Pen”.

rf'-El Penl H*QE Penz I L "J-.\DCursor Pen

3. Any strokes made by the cursor pen will
disappear after a certain period of time since the
2. Draw circles on the focus point as described. left-mouse button is released.

This is important poift!! |:> This is important point!!
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8 Use of Pen

Erase Pen Drawings

1. Click “Eraser”.

I gm{:urﬁc-r Fen % Erzser Sela_‘tor

2. Click the drawing you wish to erase. The drawing with one stroke pointed by the
eraser can be erased.

The memo (textbox) attached on the

whiteboard also can be erased with one
—_

click.
Erase All

1. Right-click “Eraser”.

:ﬁm{:urmr Fen

All pen strokes and textboxes created
(at whiteboard) will be erased.

2. Click “Yes”. N
Are you sure you want to erase all drawing and text objects? ‘ ! 5 6 |
e e o el P

-,
z
o
5
= 1
5
Q 1
— 1
@ |
=

1

7
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9 Use of Whiteboard

1. Click “Whiteboard”.

2. The viewing screen for all sites will be changed to Whiteboard.

Whiteboard

Text _ Share Data My Desktop [RRIREE s =l

[‘(EI Peni ll,QE Pen2 :%]Cursor F'en“& Eraser “* Selector ‘

Whiteboard use allows to share the
screen among sites at real time and
to draw interactively.

Add a New Page

Add a new page just behind the current one.
1. Click “Menu [} in the thumbnail view.
2. Click “New”.

Delete Page

Thumbnail:Large
Thumbnail:Medium
¥ Thumbnail:Small

Click “Next” or “Previous” on the thumbnail.

viewing the last page, a new
one will be added just behind.

11
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9 Use of Whiteboard

Attach a Memo (Create a Textbox)

You can easily leave any idea that popped up in your mind or memo briefly described during a conference
as if you attach the memo on the whiteboard.

1. Click “Text” on the operation panel.

2. Drag the cursor “+” diagonally in the direction you want.

A 1 Drag 'r—ll """" L i ‘rj
| ) v

- . 1_

Arial = 11\\v Hg,] [ v]l&']lév

4. Enter characters in the textbox. 5. Click outside the textbox to determine the characters entered.
e
, This is a texthox | This is @ texthox. ;"Ck
v 3 +
[
12
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10 Save the Data Created during Conference

All pages created on Whiteboard can be saved as an image file.

* However, storage function works in only the site where has its authorization.

1. Click “Whiteboard”, the operation panel is switch to Whiteboard mode.

Whiteboard

| e g o
I,QE Penl I*QD Pen2 H ~Cursor Pen & Eraser H v, Selector

“Save As” dialog will appear.

o | |

3. Specify “File name” and “Files of type”, and then click “Save”.

Save As [Z]X]
Savein: | (3 CB-Link Prime MR
=y 33 1. Specify “File name” and A folder with the specified “file
= a8 ¥ —| “Files of type”. name” will be created and the
/ whiteboard page will be
& .
i >3 >3 chated under it as an Image
R | ) File.
N '4 2. Click
.:Ll Y] e

How to save the documents previously
presented

Whiteboard use will allow to save any drawings/changes made on the document being shared
with others.
1. Click “Screen Capture” on the operation panel.

Desktop The entire desktop screen will be added to the
last page of the Whiteboard.

[ Mause Sereen Capture

2. Click “Whiteboard” to proceed saving the screen under the thumbnail panel.

13

<PVCXP-M014-C> [Rev.130318]



xSync Prime Collaboration
SimQIified Manual
11 Leave Conference

1. Click “Exit Application” on the main panel.

xSync Prime Collaboration = Menu v HERTERS Video  [RaRSS
My Desktop v I

l Mouse || Screen Capture

Penl : Pen2 Cursor Pen § % Eraser Selector

2. Click “Yes”.

Please note that any Whiteboard data not saved will be lost. * |f you do not want to lose. click “No" to
Do you want to exit the application? o !
save the existing data.

Yes No

14
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