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Registration

Mikogo is an easyo-usedesktop sharing applicatiothat providesa fastsolution for sharingyour
computer screemith others live over the Wefor web conferencing or remote support.

You carorganizeMikogo sessionsvithout a registered accountHowever, note that wh the non
registered version the feature$Schedulerand Profile Managerare not available.Therefore,
organizers can choose to either start sessions with an account or withaaiciPantsneverhave to
registeran accounin order to joina Mikogosession

Without User Account

™ Mikogo = % |

Start Session

Join Session
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Account Information

N

Settings

To registerplease go tchttp://www.mikogo.com, click on Regist (at the top of the websiteand
complete the regstration form Enteringuser detailsis onlyrequiredif you wishto start a session
with extended features

With User Account
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Start Session
25 Join sess
= Join Session
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Scheduler
@ Profile Manager
ﬂ

Account Information

Settings

Download & Installation

To install the software, please go hdtp://www.mikogo.com, click on the menu itenbownloadand

then choose theMikogo Download for your Operating System (this is the user guide for PCs). A
security window will appear and adRo you want to run or save the file€lick Run and thklikogo
software will be installed on your P8ote: depending on which web browser you use to download
the software, you may have to first save thBkogo software to your computer and then open the
downloaded file for it to run and be installed.

After the installation them icon appears in the System Tray in the Taskbar (next to the clack).
Windows 7, you may have to click the small arrow to expand the System Tray notification area.
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Customize...
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Start a Session

To start a session, please click onE icon and theMikogoPanelappears:

™) Mikogo = 2|
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i
Please click on the start sym and then thebutton Start Session
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Once the sessiohasstarted, theParticipant Listis openedc this is where you get theSession 1D
the Login LinKor the participants as well as ti&ession Passwor(f you set a Session Password).

P
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Participant List * X

Session 249-623-816
Login go.mikogo.com

Presenter
% [Ju:uhn Smith ]

Control

? [Ju:uhn Srnith ]

& lohn Smith =)

oy

G

In the Participant List yogan see how many participanteave joined your sessiorior security
reasons the session is ended automatically if no participants areemedwithin 15 minutes after
you start a session.

Join a Session

Ask your participants to go tiettp://go.mikogo.comand enter thesession IDas well agheir name

and click onJoin SessionBy default, the Connection Program is selected as the standard connection
method. Alternatively, participants can join using tH¥ML Viewer For further information about

the HTML Viewer please take a look at fleetiontitted & | ¢ a [  +iA tBissdSandent.

If you passworeprotected your session, your participants will also be asked to provi8ession
Password.After they have entered the required detailspwyr participantswill have joined your
Mikogo session. Alternatively, you can invite your participantsHoyail or you cancopy and send

the session linkvia instant message. In this case, your participants only have to click on the link to
join your session. There is no need to enteseasion IDbr passwordmanually.
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Features

During a Session the following window is displayed on your screen as long as you do not minimize it.
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Participant List
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Participant List - X

Session 249-623-816
Login go.mikogo.com

Presenter
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By clicking the butto the participant list and the session details are pullgd Hereyou can
see who is presenter, who has remote contald you can change your status addritifying cola.
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Switch Presenter

By opening the droown list at the two black arrows,) you can change the presenter or hand
over remote control.

¢2 0KS NAIKG 2F (GKS OdzNNBy (i LINBoawsnealSByRIEkingdnY ST G f
this arrow, you will see a list of the current participants and can then choose who you want to hand

over the presenting rights to
Presenter

52 [sohn smith @]

The participantvho you choosés now asked ifhey are willingto showtheir screen only when this
has beeraccepted by the participawill you and other participants be able to see their screen

Viathe Application Selectiorfeature (page D), the participant haghe possibility to decide which
applicationson theirscreen will betansmittedto or hidden

Theorganizer ofthe session can relaim the preserihg rightsat any given time or make someone
else the presenterMikogo will also show your current role by changing the cabthe M icon in
the system tray, red means that you are the presenter and green means that gouaaching the
screen of someone else.

Remote Control

During a session you can hand ovemote keyboard and mouseontrol of your own computer or
you can take overemote control of the computer of a participant. To takemote control of a

participanQa O2 Y LJdzi SNE { K hegd td.be thB préSdntelany vould Beert t&R give
explicit consehthat they allow you to control their computer this is for security reason#\s the

organizer of a session you can then gain control by selecting your own name.

To giveremote control over your own computeto a partcipant please click on the dragown

arowdzy RSNJ GKS GAGES 2F a/2yiNRfté¢ GKSy asStsSod GK.
computer.
Control

& |1ohn smitn @]

This participanthen hasthe rights to control your PC witiheir ownmouse and keyboard.

tfSFAS R2y Qi dzaS @ 2 dzNahil2 4 yartiipardzBaS reroyeReontfoSa¥ golrk NR
computer as you share the rights with them. To deactivate someone from remote controlling your
computer, click on the droplown list and select your own name or use the shortcut Kayl: + F12
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LT @2dz NB adzLIR2NIAYy3a | OdzAd2YSNI FyR &2dz KI @S
can send the following shortcuts to the remote RGrl+Shift+Esc; Alt+Esc; Win+Ehis prevents

your computerfrom executng these shortcuts locallyyouwill find buttons for these shortcut keys

dzy RSNJ awSY23GS YS@02INR /2Y0AYylIGA2ya¢d

p
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Remote Keyboard Combinations v X

| crisshift+Esc || AtsEsc || wintE |

In the Participant List, theresenterhas adrop-down list associated with their name. By opening
this drop-down list, the presenter can select different identifyicgors emoticons(for a change of
status) or they canenamethemselves as well as the participants send a URLo the patrticipants,
disconnectthem from a session.
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Participant List - X

Session 249-623-816
Login go.mikogo.com

Presenter
% [Jnhn Smith :}

Control
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I'do not agree

Faster please

Slower please

I am satisfied

T'am unsatisfied

I have a question

Twould like to say something

Abzent

COOBBY uwlbl

Rename
URL Push

Change color
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You can invite more participants via t icon. You can either copy th8ession Informationpr
only copy theSession Iand send an invitation via Email.

Whiteboard

k)@ o =c|@|8)|&

TheWhiteboard enables you to highlight certain areas on your own screen to e.g. create sketches to
point out certain facts in your presentation.

TheMarker enables you taraw freely, circle add different shapesr use thedaserpointS N®ith
a clickof your right mouse button you can return to your regular mogsesorand work as usual to
open new documents without neéu to close the Whiteboard

Via theErase you can eithedelete allor only parts of your sketches.

Multi-User Whiteboard: Vighe button, this new multiuser whiteboard feature means that
you can allow all or one participant to use the whiteboard together with yidwe result is that one
or multiple participants can contribute and draw on your scremrgn without giving them complete
remote control of your computer

Further you have the option to séxt fields on your screen or on your whiteboaditawings.

L]
If you want to save your drawings as a screenshot please cIind select the foldethat you
wishthe drawingto be saved in.

Mikogo User Guide Page9 of 23




u M|k0§°

Chat
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Chat - X

[Iohn Smith] Welcome to the meeting
[Mary Thomson] Hi John, Greetings from Mew
York!

To: (Al (=)] [ send ]ﬁ-F

You can send all or selected participants messages througiMikego Chat The name of the
participant appearsn the selected identifying color of this participant

Via theSettingsbutton (black arrow) it is possible to disable theup chatd 2 G KS LJ NI A OA LI
chat with each other but only with the organizer of the session.

Application Selection

-

() Mikogo E“E”EI \
LS

We®
Application Selection - X

MNew Applications -
Desktop [
Taskbar & System Windows | =
Wallpaper

Mikogo

Microsoft Excel - Bookl

Inbox - Outlook - Microsoft...
#»Mikogo: Free Remote Des...
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With the Application Selectionyou can select which applications you want to show to your
participants.

After selecting this feature theselection window opens and displays adlpplications which are
currently open on your computerTheapplicationswith a green tickare being shared withyour

participants whilethe untticked applications are hidden and overlapped in tBoeyour participants
cannot see them

TheMikogoLJl y St |y R ' LILX AOF A2y 62y QG 6S 2O0SNI I LILISR 7
way you can always access tMikogo features, but the panel will not take up space on the
LI NOIAOALI yiaQ aONBSya YR AYUSNFSNB gAGK &2dzNJ LI

TheBack Moritor below the application selectioareashows youa preview window of exactiywhat
your participantscansee from your screen. This way you can ensure thatparticipants caronly
see the windows and applicatiotizat you wantthem to.

If you are usig more than one monitor attached to your computer, you can select if you want to
show one, more oall monitors to your participants. Just select the screens you want to transmit
below the back monitor. It is possible to share up to four mosiadronceduring a session.

P
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Application Selection - X

Mew Applications o
Desktop

Taskbar & Systemn Windows | =
Wallpaper
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Microsoft Excel - Bookl

Inbox - Qutlook - Microsoft...

# Mikogo: Free Remote Des...
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Monitor 1 [] Monitor 2
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File Transfer

[ @ Mikogo o)==
= % EE
WE®
File Transfer * X
Files

2011 Sales Forecast.docx

[ Add ] [ Remove

Redipients
Mary Themson

[ Send Cancel

You can transfeFilesto your participants during a session. Click on —icon. TheFile Transfer
drawer will open underneath.

Upon clickingAdd, a new window will open where you can select the file(s) you want to transfer to
your participants. You can either send the file(splior selected participantsJust remove theick
FNRY GKS 02E AY FNRYy(d 2F GKS LI NIAOALIYGQa yIYS

After you have sent the file, all recipients obtain the notification that they shall receive a file. Every
participantcanthen decide where the file should be savedfdhe file transfer should be refused.
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Settings

- !

™) Mikogo —
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Preferences -

Language

[English (English) '.,:,.']
Picture Quality

a I | | I.- | ﬁ
Configuration

Disable Windows Aero Effect
Show panel always on top
[] tnstant screen build-up
Show balloon help tips

[] create connection log

Presenter Scale

(0% (=) | st |

[ Enable Service ]

Mikogo version 4.0,110215

During a session you can set the followiSgttings such as:Language, Picture Qlity and
Presenter ScaleYou can select to shotihe Userpanel always on topactivate thelnstant screen
build-up (shows changes first and is optimized for remote support, not recommended for
presentations)show the balloon help tipsto the left of the user pane or if @nnectionlog should

be saved (only for support purposes).

In the Featuretab (greyarrow) you can decide who is able to use which features (also see Profile
Manager on page8):
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Preferences I Features ]

Presenter

File Transfer
whiteboard

Recording
Motifications

Chat
Viewer
File Transfer

Participant List

Recording
Motifications

Painter

PauseTransmission

_@ Mikogo & |[&=]
| LEE
|

ilﬂﬂ”G/“@/'

o]

L]

Via thePauseTransmissiorfeature (black arrow) you can pausiee transmission of your screen in
order to browse through confidential files or applicatiom3uring this time, your participants are
unable to see any changes that take place on your scieemontinue the transmission, click on the

icon and thdive screen sharingyill resume.

Recording

You can record and save your entivikogo session. Tatart recording click on the icon and
select a location for your saved recording. From this poimvards,the session will beecorded. A

red dot in the recording symbol  shows that therecordinghas started. During theecordingyou
can always end and save it.

The recordings are saved tine Mikogo audit compliant proprietaryBS4 format You can playback
any recorded sessionsing theMikogo SessionPlayer available free of chargéom the Mikogo
website. When downloadinghe Mikogo software for session organizersnfkogostarter.exe), the
SessiorPlayeris also automatically downloaded to your computer.
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