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Preparing for the conference:

= The recommended browsers for using the TalkRoom conference are Chrome and Firefox.
= |t is recommended to use a wired internet connection instead of relying on Wi-Fi.
= |t is recommended to use a headset with an in-built microphone for better audio quality.

Join webinar session:

Once a Speaker is successfully logged into his/her TalkRoom account, the below Dashboard page appears.
In the ‘Upcoming webinars’ block, Speakers and participants can see their upcoming webinars.
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Webinar session screen will get displayed. Click on the ‘Join session’ button to join the webinar session.
The button will be disabled for all other participants until the speaker joins the session.

TalkRoom 0 \

BDO EnableGST Walkthrough

Dashboard BDO EnableGST Walkthrough

Webinar: BDO EnableGST Walkthrough

This conference room is ready. You can join the session now.

Recordings

There are no recording to show.

Copyright © 2020 | BDO India LLP | BDO TalkRoom v1.0.0

Webinar screen will open in a new window. Select the option of your choice to join the audio in the
webinar session.

How would you like to join the audio?

g O

Microphone Listen only
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If you chose Microphone, then allow the application to access the microphone by clicking on ‘Allow’. Then
click on ‘Yes’ in the pop-up.

C 0 & webinar.bdoindia.net/htmli5client/join?sessionToken=amnitgzn7nh5siv3 b4 @ Incognito

9 Devsite 80 G ¢ o X | me JIRABugTracking o2 BDO learming Solut.. n Local LMS_34 4 Jaspersoft Studio G PAI- Google Drive @) (7) Speedtest by Gokla »
webinar.bdoindia.net wants to

& Use your microphene

Allow access to your microphone

W us U evices in orde

Connecting to echo test ...
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Follow the instructions mentioned in the below pop-up. If you are able to hear your audio then click on
‘Yes’, and if not then click on ‘No’ to test the ‘microphone’ and ‘speakers’.

X

This is a private echo test. Speak a few words. Did you hear audio?

If the microphone is not working, then follow the steps mentioned in ‘Setting up a microphone’

Webinar session starts:

The conference room is divided into parts. Each part has its own function such as attendee list, camera,
voice, chat, presentation screen etc.

MESSAGES
BDO EnableGST Walkthrough Start recording )

Public Chat

USERS (3) fe3

2 1BDO

NeenaWagh (You) BDO

(o]

@ v\ail?l;a;mane Welcome To Webinar Session
s BIDO provides web canferencing service for caline learm
Vikram Mandavkar
3 ocked
2

1. The button on the top of the screen (1) allows the speaker to start recording webinar session.

2. The left-side (2) is the area where the public chat and all attendees (participants) are listed and are
by default muted (listen only mode) and locked. The speaker can unmute/mute all participants at
once via the setting icon on the bottom of this area.

3. The action button (3) allows the speaker to start a poll, upload presentation and share an external

video.

4. The button at the bottom of the screen (4) allows the speaker to share their webcam, audio and
screen.

5. The main screen (5 & 6) shows a presentation and whiteboard with some tools like pencil, color, text
etc.

6. The 3 dot buttons on the top right of the screen (7) allow the speaker to enable full screen, settings,
end meeting and logout the session.
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Start/Stop recording:

The speaker can choose the segments of their session that are recorded by clicking the Stop/Start
Recording button.

MESSAGES
2 BDO EnableGST Walkthrough

Public Chat & NeenaWagh
USERS (2) o

Neena Wagh (You)

‘ﬁ

°® Vikram Mandaviar Welcome To Webinar Session

BDO provides web canferencing service for anline leaming

Upload presentation:

The speaker can upload presentation files like pdf or pptx for all viewers by clicking on ‘Upload

Presentation’ button.
The speaker can also give viewers the ability to download a presentation.

MESSAGES BDO EnableGST Walkthrough

Public Chat
USERS (2)

L@ Neena Wagh (You)
(0]

° Vikram Mandavkar Welcome To Webinar Session
D eiocked

B provides webs eanferencing service for anline learning

= Upload apresentation |

[¥ Share an external video

+
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When uploading a presentation, the speaker can click the Upload Presentation button and then

check ‘Allow presentation to be downloaded’ as shown.

Presentation Close m

As a presenter you have the ability to upload any office document or PDF file. We recommend PDF
file for best results. Please ensure that a presentation is selected using the circle checkbox on the
right hand side.

D m default.pdf

D Post Login Template.pptx To be uploaded... @@

Allow presentation to be downloaded

Drag files here to upload
or browse for files

Webcam:

The speaker can connect with the participants using the webcam feature. Rest of the participants can
also use this feature and be a part of the session. If needed, the speaker also has an option of muting the

other participants.

SR BDO EnableGST Walkthrough
Public Chat
USERS (2)
E@ NeenaWagh (You) I BDO
(0]
°® vik_TﬁTf_Mandavkar Welcome To Webinar Session

BDO provides web canferencing service for online leam

o] Users bt and Pubitc coae
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Screen sharing:

The speaker can share the screen with other participants by following the procedure given below.
To start screen sharing, the speaker should click the screen sharing icon at bottom. Options are displayed
to share ‘the Entire Screen’, ‘Application Window’ and ‘Chrome Tab’.

C {} & webinarbdoindia.net/htmli5client/join?sessionToken=mdkzmkqgixfmylpb = & @ ncouio
oo Devite 80 O Google oo TestSite 82 B9 Signintoya | G PAl-GoogleDrive @ (7) Speedtest by Ockla »

Share your screen

MESSAGES a webinar bdoindia.net wants to share the contents of your screen. Choose what you'd like to share,

Public Chat Your Entire Screen Application Window Chrome Tab

& NeenaWagh

USERS (2) o

(ﬁl

Neena Wagh (You)

o Vikram Mandavicar
@ Soced

Cancel

Slidel v

Select the screen share option and click on the Share button.

9 DevSite 80 G Google 1m0 TestSite 82 B8 Signintoyd | G PAl-GoogleDrive @ (7) Speedtest by Ookla »
Share your screen

MESSAGES webinar.bdoindia.net wants to share the contents of your screen. Choose what you'd like to share.
Public Chat Your Entire Screen Application Window Chrome Tab
USERS (2) & e Screenshare has ended

L@ Neena Wagh (You)

(]

o Vikram Mandavicar
@ Broced

Slidel
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Polling:

The speaker can use polls to increase participant engagement and use those results to teach key concepts.
The speaker can initiate a poll at any time. To initiate a poll, click on the Polling button

MESSAGES
BDO EnableGST Walkthrough
Public Chat
USERS (3)
L@ Neena Wagh (You)
(G]
@@ T Welcome To Webinar Session

8O provide: ferer

° Vikram Mandavkar
D Biocied

waf Users e and Pubiie enat

| Starta poll I
T3 upload a presentation

[¥ Share an external video

+

MESSAGES ¢ Polling X

Public Chat
Select an option below to start your poll.
POLLING
‘ Yes/No i True  False |
Polling
‘ AlB ‘ ‘ A/B/C ‘
USERS (3) & ) .
‘ AIBICID ‘ ‘ AJBJCIDIE ‘ Welcome To Webinar Session
S NeenaWagh (You)
(G]

To create a custom poll, select the button below and =
@ R input your options. st and Pl ot
@ Boced

@ Vikram Mandavkar Custom poll
@ Boced
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In this case, ‘Yes/No’ poll is selected. The below poll response panel appears showing the incoming results
in real-time.

MESSAGES { Polling

BDO EnableGST Walkthrough Start recordi

Public Chat
Leave this panel open to see live responses to your
POLLING poll. When you are ready, select 'Publish polling
results' to publish the results and end the poll.

Polling |BDO
USERS (3) & Yes 0 0% . )
Welcome To Webinar Session

=) ¥ BOO provides web c encing service for online learning
# Neena Wagh (You) No 0 0% o N forenline

©
@ Vaibhav Rane Waiting for respanses (0/2) ...

@ oo ked

Publish polling results
@ Bockd Users Response

Vaibhav Rane

Vikram Mandavkar -

From the participants’ perspective, when the speaker initiates a poll, participants will hear a soft beep
and see the poll choices that appears under the slide as shown below.

MESSAGES BDO EnableGST Walkthrough
Public Chat

USERS (3)

Vikram Mandav... (You)
@ Socked

NeenaWagh

|IBDO

Welcome To Webinar Session
Vaibhav Rane

@ 8o ked

05

il Users lst and Public chat

Start Webcam

Polling options
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The speaker can see live results after participants respond to the polls.

MESSAGES < Polling ¢

BDO EnableGST Walkthrough

Public Chat
Leave this panel open to see live responses to your
POLLING poll. When you are ready, select 'Publish polling
results' to publish the results and end the poll.
Polling

|BDO

Welcome To Webinar Session
@0 Neena Wagh (You) No 0 0% 00 & " . for ontine &

Vaibhav Rane Done — N rerpr—
(0] 3 ocked

Publish polling results
@

alocked

USERS (3] & Yes 2 100%

Users Response
Vaibhav Rane Yes

Vikram Mandavkar Yes

The speaker can publish the same poll result to all participants by clicking on the ‘Publish polling results’
button. The poll result will then be displayed at bottom of the whiteboard.

HESSAGES ¢ Polling . BDO EnableGST Walkthrough
Public Chat
Leave this panel open to see live responses to your
POLLING poll. When you are ready, select "Publish polling
results’ to publish the results and end the poll
Polling

USERS (3) &8 Yes 2

Welcome To Webinar Session
NeenaWagh (You) Ne 0 0% BDO providss web cant

@ Vaibhav Rane Dene
D &oded
Back to polling options
o Vikram I
i Bocked

Users Response

5

Vaibhav Rane Yes

Vikram Mandavkar Yes
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Click on the ‘Bin’ icon at right to clear the published poll result.

MESSAGES
BDO EnableGST Walkthrough
Public Chat

USERS (3)

Neena Wagh (You)

C‘&ﬁl

@@ Vaibhav Rane Welcome To Webinar Session

DO provides web canferencing service for online lear
o Vikram Mandaviar
@ frocked

] s st and Putiic coes

Clear all annotations

Slidel v

®0E®O

Allow mic option to other participants:

In TalkRoom, all participants are by default locked and muted (listen only) as they join a webinar session.
So, in between sessions, the speaker can allow other participants to speak in the session by clicking on the

participant as shown below. Then, the unlocked participant can activate their mic by clicking on the top
audio button.

MESSAGES

2 BDO EnableGST Walkthrough
Public Chat & NeenaWagh

USERS (2) &
L@ Neena Wagh (You)

(]
o Vikram Mandavkar §2 startaprivate chat Welcome To Webinar Session

ocked
@ [ Make presenter DO provides web conferencing service for online learing

< Promate to moderator
——————
o | O Unlock Vikram Mandaviar |

%) Remove user
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If the speaker wants to mute all participants, then the speaker can do so at once via the setting icon at

participants area.

MESSAGES

Public Chat & NeenaWagh

USERS (2) & Clearall statusicons

D o |

£ Mute all users except

Save user names

B3 Lock viewers

8D provides web car

waf Users e and Pubie enat

2 BDO EnableGST Walkthrough

Vikeam Mand. presentar N
0@ lkeam Mandaiar Welcome To Webinar Session

viee for enline learning

The speaker can also manage some participant options to restrict them from using specific features like
Share webcam, see other viewers webcams, share microphone, etc. by clicking on ‘Lock viewers.’

Lock viewers

These options enable you to restrict viewers from using specific features.

Feature

Share webcam

See other viewers webcams

Share microphone

Send Public chat messages

Send Private chat messages

See other viewers in the Userslist

Status

Locked ()
Unlocked (" JI
Unlocked (CJID)
Unlocked (_JI)

Locked (@)
Unlocked (" JII)

Caneel m
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Assign speaker role to other participants:

The speaker can now give other participants the ability to present a session by clicking on the participant
as shown below.

MESSAGES
BDO EnableGST Walkthrough
public Chat
USERS (3) &
=
@C’ Neena Wagh (You) I BDO
@ yamra;; Rane Welcome To Webinar Session
bt BDO provides web canferencing service for caline learing
Vikram Mandavkar © Startaprivate chat
® Blocked —

4 |53 Make presenter s Users st and Pubie cnat
=1 Promote to moderator
O3 Unlock Vikram Mandavkar

9 Remove user

End session and logout:

When the speaker logs out of the session, they will have the option to immediately end the session.
Selecting ‘End meeting’ will cause webinar to immediately end the session, which in turn kicks out all
other participants and initiates the processing of the recording (if the session was set to be recorded).

MESSAGES
BDO EnableGST Walkthrough Start recording
Public Chat B
2% Makefullscreen
USERS (2) & D Settings
& @ About
I:F Neena Wagh (You) BDO
(G] I_ =1 Keybeard shortcuts

@@ VaibhaRane Welcome To Webinar Session

S ke

DG provides web canferencing service for enline learning

Vikram Mandavkar
@ Socked

waf Users e and Publie enae
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Troubleshooting:

Setting up a microphone:

If your microphone is not working, then go to the sound settings of your system to make sure that the
microphone setting is enabled. Right click on the sound icon and select ‘Sounds’ from the appeared list.

Open Volume Mixer

Playback devices

Recording devices

Treubleshoot sound problems

7 =18 PIVI
A b ) 0-May-19 EI

Then select ‘Recording’ tab and double click on the ‘Microphone’ option.

Playback Recording Spunds  Communications

Select a recording device below to modify its settings:

Microphone
nition Audio

Configure Set Default Properties

Cancel ey

N 3:27TPM
A~ v ) 1 10-May-19 EI
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The Microphone Properties window will open. Go to ‘Levels’ tab and click on the sound icon to unmute the
microphone in your system. Then click on ‘Ok’ to save your setting and retest your microphone in webinar
session.

i
Playback Recording g
General Listen Levels Enhancements Advanced
Select a recording dev
Microphd Microphone
Realtek § 100
@ Derauitg ]
Stereo M
k H
3 ed
1 Microphone Boost
fi [-o0as
q
Ll
Configure
OK Cancel Apply

3:31PM

A D) T ) e B

After this you can successfully access the microphone in the webinar session.
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