Managing a Live Videoconference
The person who schedules the conference can, at any
time during the conference, open the “Controls” tab
to utilize features such as layout control, muting, and
messaging.
To do this:
1. Log into K20Video
2. Hit the “Dashboard” button or “Upcoming” tab
3. Click the Pencil icon
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4. From the Summary/Confirmation page, click the “Controls” tab
5. On the “Controls” screen, you can control the layout of the
conference. You can force the view to just one participant,
mute and un-mute individual participants, send messages to
all participants or just individual participants and disconnect
participants. You can also dial an endpoint. This option allows you
to dial out using a CalREN number, GDS or IP address. You also
have the ability to stop recording the videoconference.
6. View the icon glossary below to learn more about the icons
available under the “Controls” tab.
7. If you need to extend the end time of your conference, you
may do so live in the Edit mode, under the “General” tab.
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