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1. Installing GatherPlace
Version 5 Software (GP5)

After signing up for a

GatherPlace e -
account, { “Download GP5"§
you will be directed L T———— 4

to an instruction
page. Click the Download GP5 button.

Guests do not need to install software and can join a
session using a web browser only.

An automatic download, install, and launch process
will occur for Windows users.

Mac users will see the GP5 Application window
appear (pictured below) and should follow the steps
to validate their GatherPlace account and launch the
GPS5 software.

L GPS

Step 1

-QW

Drag and Drop gp§ into
the Applications folder

Step 2 Step 3
Double-Click this icon ’ Validate your Account
1o Launch gp5. if you have one.
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2. Adding and Configuring
Your First Room

What is a Room?

- Rooms are created for meeting locations and are
assigned a unique 7-digit access code

- Rooms can be re-used again which means the
access code remains the same

- You may keep your rooms for as long as you want
until you delete them

- You can create as many rooms as you need, each
with their own unique access code

Getting Started

1. Oick Add New Room

Click on the Add New Room
button.

2. Enter 2 name for the new room
3. Qick OK

. Add New Room

Add New Room

Enter New Room Name

Enter a name for your !
room and then click [ Gancel | (0K
OK. :

You will be re-directed
to the Room Info
screen. (On sub-
sequent visits you will

You are now being directed to the Room Info page
where you can adjust the settings for your room.

Don't show this message again '1" go dII'eCﬂy to a IISt Of
rooms.)

In audio settings, click
your audio selection to
remove the X.

Audio Options X

Check boxes for your mute
options and then click
update. (We recommend
you mute guests on join.)

Telephone Moderator PIN: | 5703

Mute Guests When They Join
[] Allow Guests to Un-mute Themselves

Update | = Cancel

......

In guest settings, click

your chat selections to Tjoéf~é ]
remove the X. 4] 41

VOO
L] = | & |¢lLe)]| If using VoIP, run the Audio
Sreen m s | | P[] Tuning Wizard by clicking
a3l [Belo on the headset icon and

following the prompts.



3. Inviting Guests to Your Meeting

8 Click the Invite

Others tab in the
upper left.

e @)
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Choose an invitation = e
method by clicking the o
appropriate button.
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— Follow the on screen
S8 L. prompts.
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TIP: Using Email Me is the recommended method.
This will send the invitation to your own email account
where you can edit the language to include the date

and time and use your own email contacts.

When your guests receive the invitation it will
include a link to where they can Join a Meeting.
Guests need only to enter the Access Code, name,
and email address and then click Join.

4. Joining & Hosting Your First Meeting

There are three ways to Join a meeting:
1. Use the Join button to the left of the toolbar to
enter the room that is shown in Room Info tab.

2. Click the down
arrow next to 10'"
the Join
button to
select a room
from your Rooms List or select Join Another
Meeting and enter the access code of someone
else’s meeting.

Jom another meetmg

\
'@

3. Use the Join button located in the Rooms List
as shown in Section 9.

Once you join, note that the Join button becomes a
Leave button.

3 LY\

I8 Upon entrance in the room,
soeen | 12N

your name will appear in the
®| 2| |®]e=|e] participant list along with the
Participant List (2) names of your guests. Then
# Gindy | click Share Screen.

Cuest

This will put you into Share Screen Settings mode.
By default, your entire screen will be be set to share.
If that is what you want to do, simply click the Start
Sharing button. However, if you only want to share
a portion of your screen, use the blue handles and
drag in or out to re-size the region. To hide a region,
Command Click and drag to cover the area you
don’t want to show. When your region is set, click
Start Sharing.

B StudyPlacé  swnon ruriae

You Found the Smart Soluae

omeschoo! feaching orsanizations with

face-: oi‘u

Once you Start Sharing your toolbar will be in mini
mode and a green line will appear around the region
you are sharing while a red line will appear around
the region you are
hiding. You'll also see
the Share Screen
Settings button tacked to
the top center of your
screen. Click the Share
Screen Settings button
to edit your region size.

TIP: Share as little
of the screen as
possible and
minimize pictures
with lots of details.

= ‘Studypla(e‘ SOLUTION ™ FEATORES ™~ Ow-1) ioE0s FAQS  PRICING

StudyPlace SMARYS
The Solvtions 4o Your Problems

NOTE: You can tack or un-tack the Share Screen
Settings button to the top of your screen. If it is un-
tacked it will only show when you mouse over it.

Duration: 00:15:07 (1738712)
| 4| ® Share Screen Settings |




5. Managing a GatherPlace Meeting

Host Interface

Use Invite Others tab Shows Room Name, Access Indicator light tums Click o Join or Leave a Show or hide tool bar, This toobar is
10 send invitations by Code, and Presenter's Name green when you Join meeting. Use arow to Participant List, and common to standard
phone, email, or IM. once screen sharing begins. the meeting. join another meeting. Text Chat. mode and mini mode.
‘ + Cick to Lock
Room: Sales Projections 10
Show or hide Access Code: 4008070 v Meeting and
Rooms List. Presenter: Cindy @ prevent new
- - participants
L () RoomInfo 8§ Invite Others from joining.
Use Room Info L. Participant List (3)
tab to con- Room: Sales Projections 2 Cindy Participants in
figure audio/ — 2 riona 4 - the
chat settings. Access Code: 4008070  Edtrame IB} Audio Options x e ENTI: || Bold-Presenter
‘john' ltalic-Moderator
Click the icon to enable or disable the setting. Mute/Unmute Mic: © GP5.0.35.3 Win8 €——
Open and close — ' Shows the GP5
Audo Sottings Modorators mic for guests to / Unmute Mic version and OS
speak. "@ Crant Control used by guest.
Enabling Built-in Voice will add options for guests. Moderator settings can not be disabled.| o o' G ool & Make Presenter
Allow guest to Hand | 72 Start Remote Support Hand Raise
(:lk;l;m:at:b control your 1 joh| =¥ Grant Moderator Rights Display:
Lok deskiop. A Shows who has
ss:h;gs for Make Presenter: 1| 3 Disconnect their hand
Ly X Allow guest to I el
::::"""' G Telephones  Built-in Voice Public Chat show hisiher ;: :vv :::: ¢
] screen.
Start Remote Sort by Arrival cml t.Dlsphy
Guest Settings o ) y
Support: = — Select Public
Guests aiways have the ability to chat privately with the moderator Take control of Texchat  HEAOE Chat for chat
%‘:‘ﬂ":’"“' Public Chat . seen by al;
Figha: oty rsr Privae Chat
Grant control over f,',"',',' Welcome Everyonel < repa
other guests and Flona: The numbers are very good,
disconnect all. Jo‘hn‘ WOW! Nice job lflm.
Public Chat Private Chat Mute on Join Disconnect: &%’;’;::"“ fets take 3 look 3t Compose Chat
Disconnect guest Area: -
from meeting. Enter Chat Here: et
Shows Sort: Co for & John B Messags o
meeting Sonts list according < , and click enter
d and lo selectk 1o post.
A Code.

Toolbar (Also available in Mini Mode)

Click to Start or Pause Screen Share.
Use arrow to enter Screen Share
Settings or Change Presenter.

Click speaker or mic icons to mute/unmute the
devices. Use the adjacent arrows to choose your
input/output sources and control volume.

-
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Click to move into
and out of Mini

Mode. (Mini mode
prevents interface

!

from blocking
presentation.)
)
Click to Record f m:'s:'" and
meeting.

9 information.
Shows or hides floating Raises or Activates Displays Account Details
windows for Participant Lowers Hand Fo e and provides forms to
List, Text Chat, and Hand in participant Tool. See below Submit Feedback and
Raise. list. . ’ Email Support.




Managing Participants

Right click on a name in the Participant List to see a

list of options that are available for the participant.

. Grant & Revoke Control: Allow a guest to control
your desktop. Once you grant control you can then
revoke control from the guest.

- Make Presenter: Allow a guest to present his/her
screen in the meeting. Once you make a guest a
presenter you can then revoke presentation rights.

- Remote Support: Take control of a guest’s
computer to provide remote support.

- Moderator Rights: Grant a guest moderator rights
in the meeting which will allow him/her to control
other guests as well as the ability to disconnect
everyone from the meeting. Once granted, rights
can then be revoked.

Hand Raise (See Hand Raise Display in Host

Interface image)

- Guest Can Raise/Lower Hand: Guests who have
a question can use the hand icon on their tool bar
to “raise their hand.” Moderators will see the
guest’s name appear in their Hand Raise window.
Guests simply click the hand icon again to lower
their hand.

. Allow Guests to Speak: If the guest’s mic is
muted and you want to allow him/her to speak,
select the name in the Participant list and click the
mic icon in your toolbar to un-mute their mic.

Chat Feature (See Room Info tab and Text Chat

display in Host Interface image)

« Public and Private Chat Room Settings: Rooms
can be configured in the Room Info tab enable or
disable Public and Private Chat for guests. If
Public Chat is enabled for guests they will be able
to post public comments during the meeting for all
participants to see. If Private Chat is enabled for
guests they will be able to post private comments
during the meeting to other participants. Please
note, that guests always have the ability to chat
privately with the moderator.

« Public and Private Chat During a Meeting:
Moderators can select Private or Public Chat in
the Text Chat window. If Private Chat is selected
he/she will only view private chats with other
guests. If Public Chat is selected he/she will only
public chats with all participants.

NOTE: If you share your entire desktop or GP5
software client, please be aware that your
Private Chat will be seen by everyone.

Locking Meeting

Use the Lock button (right) to prevent =
additional guests from joining the =]
meeting after it has started.

6. Voice Options for Your Meeting

There are 4 voice options:

1. GatherPlace (GP)
Teleconferencing: Numbers
are provided to you and your
guests for the audio portion of
your meeting. Join the

meeting and click the

- Info button (left) for a

0 list of local numbers. Everyone will be

< prompted to enter the Access Code for

the meeting and the moderator of the
call will also enter a PIN. Regular long distance
rates apply. This option must be enabled in the

Room. (Can be used in combination with Built-In

Voice; simply enable both options in the Room

and tell telephone callers to mute their volume

on their computer.)

7

Telephones

2. Built-In Voice or Voice Over
IP (VoIP): Using a headset with
microphone, you and your
guests can use the computer’s
audio to hear each other during
the meeting. This option is only
available with Premium accounts and must be
enabled in the Room. (Can be used in
combination with GP Teleconferencing; simply
enable both options in the Room and tell
telephone callers to mute their volume on their
computer.)

Built-in Voice

NOTE: You can use your own service to
establish the audio portion of your meeting, but
remember to provide that information to your
participants in your invitations and to disable
Telephone and Built-In Voice in your Room. (Not
recommended if you plan to record your
meeting as audio will not be captured.)

Voice Options and the Participant List (PL):

« All participants with audio will appear with a
microphone icon (mic) next to his/her name.

« Ared slash over the mic indicates that it is muted.

- The names of guests in “view only” mode will
appear in grey as an indicator that they can only
listen; all other names will appear in black.

. Participants using GP teleconferencing will appear
as listed in public telephone directories.

. The guest option “Mute On Join” is recommended
for large meetings and those using Built-In Voice.

- Mute All/Un-Mute All options exist in the drop
down menu of the mic button in the toolbar.



7. Recording & Playback of Meetings

Recording Your Meetings:

Click the Record button (right) in the O
toolbar, after introductions are made

in the meeting. You'll be prompted to
enter a name for the recording and
then the button’s appearance will @
change (right) and the inner circle will
blink to indicate that the recording is
in progress. Recording is stopped by clicking the
flashing record button or by Leaving & Ending the
meeting.

NOTE: All recordings must be more than 1
minute in length and are stored on GP servers.

Playback of Recording:

After the meeting, the recording will be available in
the Recordings tab of the Host Interface. Select
the recording you want to work with by clicking in the
checkbox to the left of it. Then click an option to the
right (copy link, edit name, or delete) or the playback
buttons below the recordings.

Room: Sales Figures
Access Code: 8140399 Click this tab to see
your recordings.

[ Room Info | 8§ Invite Others ) Recordings /—J
Recordings by Room
2 ing of “Sales Figures" (! /‘ x
Number: 35777015 | Room: 8140399 | Date Created: 2014.03-19 | Duration: n/a
of "Sales Figures" /‘ x
Number: 34225052 | Rooms 814039 | Date Created: 2013-12-27 | Durations 2m 335
e / x
Number: |9mw1 Room: 8140399 | Date Created: 2013-12-27 | Duration: 2m 44s
ing of "Sales Figures” (! Click to copy ]
Number: 13744119 | Room: 8140399 | Date Created: 2013-12-27 | Duration: 8m 595 the recording r
Yashcan sownl | QY Recordings: 4 Ciickto edit
the name.
Playback L

MLJ_@@E]@@_ Ciickto delete. |

D To start playback, click the Play button (left).

To end the recording, click the Stop button
(left).

The recording will play in the presentation area and
the playback buttons will remain at the bottom.

Sharing Your Recordings:
Select your recording and then click the il
Copy Link icon (right). Then paste the
link in an email or text and send to
those you want to have access to it.

Clicking the link will open up a web browser with the
following options:

Playback Options
7 @
View in View in GP4/GPS [nggll GPS

If the viewer has GP5 installed, they should choose
that option. If GP5 is not installed on their computer,
he/she can choose to view it in their browser or to
install the GP5 guest software.

8. GatherPlace Annotations Tool

The Annotations Tool allows presenters to
emphasize their point in real time by
drawing directly onto the screen. To

open the Annotations Tool, click the
Annotation button (right) in the GP5
toolbar.

—_—

Options available in the Annotation Tool include:

-Pen Color -Text
-Freehand Drawing -Straight Lines
-Arrows -Highlighter
-Circles -Polygons

Click to Draw on Screen or
to Pause and Hide Draw.

Click to create new and
draw on Whiteboard.

Click to take Snapshot of
annotations and Save; click
on triangle for additional
Save Options.

PITIN

Click to load a previously
saved Annotation; click on
triangle for popup list of
saved files.

Click to Clear All previous
annotations.

5
®

Click to Delete previous
Annotation.

Click to Set Pen Color.

Click to Add Text.

Click to Draw Freehand.

Click to Draw Pointing
Arrow.

Click to Draw Straight
Lines.

Click to Highlight.

© T
/‘\‘\Qi

Click to Draw Ellipse or
Circle.

P4

Click to Draw Rectangle or
Square.

Click to choose thickness
of line.

You can also Save your notes and highlights and
make them available to the participants after the
meeting.



9. Adding Additional Rooms 10. Leaving a Meeting

After adding your first room, you won’t be prompted Once you join a meeting the Join &

to add a room again. Rather the system will open up button becomes a Leave button (right). | Leave L
to your Rooms List. You can also access it by

clicking the Rooms List button (right). When you click the Leave button a pop

box will provide you with 3 options:
You have the option of adding as Hp box Wil provide you wi prion

many rooms as you like, however, 7] 1. Don’t Leave the meeting (Cancels the request
most of our customers prefer to re- Rooms to leave and returns you to the meeting)
use the same Room. 2. Leave the meeting (Allows you to leave, but not
] ] ) end the meeting. This is handy if you need to
Once in the Rooms List, you have 3 options: make a change to the Room’s configuration
while in the meeting.)
1. Click in the blue field to view or adjust the room’s 3. Leave and End the meeting (Will leave the room
configuration settings in the Room Info tab; and end the meeting which will disconnect all
2. Add a new room using the plus icon; remaining participants. This option is only
3. Join the room by clicking the Join icon that available to moderators.)
appears when you mouse over the room.
Rot;ms ™ Would you like to end the meeting as well (this will
. disconnect everyone)?
Choose a Room 1 Use plus sign to .
Add a New
:;'::: ::;m’ that ::2:;%;":?:888070 Room. Don't Leave Leave Leave and End Meeting
created with
Shows the
number of
Recent Room Participants.
Lists Rooms that | Name: Sales Projections Shows the
z;’sli‘t::"’e recently Access Code: 4501584 a“:;zer;gm

) GatherPlace

For more information, see www.GatherPlace.com or contact us at info@GatherPlace.com

The information in this quick reference guide is subject to change without notice.

©2014 GatherWorks, Inc. GatherPlace is a registered trademark of GatherWorks, Inc.
All other marks and logos are trademarks of their respective companies.
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