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Group Settings – Scheduling Preferences
With “Enable 
Scheduling” checked, 
users have option to 
use Personal meeting 
ID for Scheduled 
meetings: 
• Force Scheduling: 

users won’t have option 
to use the scheduled 9 
digit random ID

• Default Scheduling: 
users will have Personal 
ID as their default when 
scheduling meetings.
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Group Settings – Meeting Security
If “Allow Personal URL” is 
checked, participants go 
straight into the host’s 
personal meeting when 
entering the moderator’s 
MyMeeting URL 
(bluejeans.com/username)
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Group Settings – Meeting Preferences
Admins can select to 
enable or disable …

• Video Sharing

https://support.bluejeans.com/knowledge/video-sharing
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Group Settings – Phone Number Preferences
Admins can customize 
the dial-in phone 
numbers that will 
appear for all meetings 
in the group.

Allow individual users to override, & 
set their own listed dial in numbers

Allow Overriding the default phone 
numbers based on geo-location.
BlueJeans will select local country 
dial in numbers closest to 
Moderator's location.

Click to add, remove or rearrange 
number appearance. You can also 
add your own number (e.g., in your 
PBX, pointing to BlueJeans).

https://support.bluejeans.com/knowledge/customize-dial-numbers
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Group Settings – Recording Preferences
Check if you want to 
automatically delete 
recordings.

Warning: if enabled, 
recordings older than 
your entered date limit 
will be PERMANENTLY 
erased. You will NOT be 
able to retrieve.
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Group Settings – Recording Preferences
Set global sharing 
preferences for all 
recordings made by 
users in the group.
• Private - recording cannot 

be accessed from a shared 
link.

• Enterprise Access Only -
recording will only be 
accessible to members of 
your enterprise group via 
the ULR/Link (shown in 
screen shot below)

• Open Access - recording 
will be accessible to anyone 
via the URL/link

https://support.bluejeans.com/knowledge/enable-configure-recording
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Group Settings – Video Connection Types
Check if you want one of 
these additional endpoint 
types to be enabled for 
users in your group:
• Lync
• TelePresence
• Cisco Jabber
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Group Settings – Join Meeting Options
Set the default endpoint 
connection preference for 
all users in your group. 
The BlueJeans Desktop 
App is recommended.

If checked, users can 
select their own choice, 
from their Account menu.
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Group Settings – Default Audio Preferences
Admins set the default 
audio preference for all 
users in their group: 

• Ask Once (Default)
• Always Ask 
• Computer Audio
• Phone Audio

Selection will NOT 
overwrite users who 
have already chosen 
their audio preference.  
Applies for new users.
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Group Settings – Default Timezone

Select the default 
timezone that will be 
assigned to new users 
you add or invite.

Changing this setting 
will not override the 
individual timezone 
setting a specific user 
has already selected.
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Group Settings – Session Timeout

Set a default "timeout 
period" for users who 
are logged into their 
BlueJeans account (web 
app). 

For example, specify that 
after 120 minutes of 
inactivity, a user will 
automatically be logged 
out of BlueJeans and 
cannot schedule or host 
meetings until logging 
back into their account.

This is timeout for your users 
BlueJeans web session, not
from a meeting



We support any SAML 
2.0 compatible identity 
provider. 
Some of the known IdPs 
that we have 
successfully deployed 
SAML with are:
• AssureBridge
• Okta - for setup, click here
• VMWare Horizon
• Shibboleth
• SimpleSAMLphp
• Microsoft Active Directory 

Federation Services (ADFS)

Group Settings – User Security: SAML
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To learn more 
about SAML
Single Sign 
on, click here

http://assurebridge.com/
http://www.okta.com/
https://support.okta.com/entries/25795203-Configuring-SAML-2-0-in-BlueJeans
http://www.vmware.com/products/desktop_virtualization/horizon-application-manager/overview.html
http://shibboleth.net/
http://simplesamlphp.org/
http://bluejeans.com/support/knowledgebase?id=501E00000008xQv
https://support.bluejeans.com/knowledge/enable-single-sign


Administrators can 
adjust password security 
levels for the group:

• Adjust Password 
standards (minimum 
length, required             
use of numbers, etc.)

Group Settings – User Security: Passwords
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Administrators can 
adjust password security 
levels for the group:

• Change Password 
options (force user to 
change password 
every x days)

• Set failed login 
notification

Group Settings – User Security: Passwords
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Need API access with 
BlueJeans? We can set 
you up with the 
instructions you need to 
get started. 

Contact 
support@bluejeans.com
to learn more.

Group Settings – API
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mailto:support@bluejeans.com


Enable or disable 
meeting features: 

• Check to make available

• Set default

• Apply default to all

Individual users cannot 
adjust or override these 
settings from their account 
(only the Admin can)

Manage Features – Meeting Features

• Remote Desktop Control
• Recording
• Large Meeting Capacity

https://support.bluejeans.com/knowledge/remote_desktop_control
https://support.bluejeans.com/knowledge/enable-configure-recording
https://support.bluejeans.com/knowledge/extended-capacity


Enable or disable third 
party integrations for 
your group: 

• Facebook Live
• Workplace by Facebook

• Check to make available

• Set default

• Apply default to all

Individual users cannot 
adjust or override these 
settings from their account 
(only the Admin can)

Manage Features – Third Party Integrations

https://support.bluejeans.com/knowledge/broadcasting-facebook-live
https://support.bluejeans.com/knowledge/workplace-meetings


20

Roster of users is found 
in this first tab under 
Manage Users. Click a 
name to edit some of 
their credentials.

Select a view:
9 Active Users
9 Administrators
9 Declined Invitations
9 Invited Users
9 User Requests

Manage Users – View/Edit Users

Click name to edit … 
see next pageStar indicates 

Administrator
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Manage Users – View/Edit – Profile Details
Click on a user’s name then Profile Details:

1. Unique Email address

1. Personal Meeting ID must be at least 9 
digits. Often, the person’s phone 
number is used.

1. Enter Tags to identify user within a 
department or category. Use 
underscore if two words. Tag will be 
listed in the exported user list, and 
meeting history

2. Removing user drops them from your 
group, but, NOT from the BJN database 
(contact Support if you wish to re-use 
their credentials). 

Note: If SAML (SSO) is enabled, 
fields 1 & 2 cannot be edited 
from this Admin page.

2

3

1

4

https://support.bluejeans.com/knowledge/account-tags


1. Click to make this user an Admin for the group. 

2. Grant Command Center access to this user: 
• With “Privacy Setting” clicked, Admin will 

only see the first 5 characters in name fields,
• Add Command Center for Events, or
• Enable Live Meeting Control

3. Enable BlueJeans Events for this user 
(assuming Events have been enabled at the 
group level).

4. Click to activate the Delegate Scheduling
feature for this user.

Manage Users – View/Edit – Settings & Features

2

3

1

4

https://support.bluejeans.com/knowledge/command-center
https://support.bluejeans.com/knowledge/live-meeting-control
https://www.bluejeans.com/products/events
https://support.bluejeans.com/knowledge/delegate-scheduling


5. Enable Remote Desktop Control for this user.

6. Click to enable Recording for this user. 

7. Click to enable Large Meeting Capacity for this 
user, extending their meeting capacity to 100 
participants.

8. Integrate with Facebook Live or Workplace by 
Facebook

9. Enable Lync, Telepresence or Cisco Jabber as 
endpoint options for meetings hosted by this 
user.

Manage Users – View/Edit – Settings & Features

7
6

5

8

9

https://support.bluejeans.com/knowledge/remote_desktop_control
https://support.bluejeans.com/knowledge/recording-and-playback-instructions
https://support.bluejeans.com/knowledge/extended-capacity
https://support.bluejeans.com/knowledge/broadcasting-facebook-live
https://support.bluejeans.com/knowledge/workplace-meetings


Manage Users – Export users roster
Click Export User List 
to download a 
spreadsheet, listing 
account details or all 
users in your group:
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9 Language
9 Meeting ID
9 Last Login
9 Enterprise Add Date
9 Is Enterprise Admin?
9 Default Endpoint
9 Connection Types

9 First Name
9 Middle Name
9 Last Name
9 Title
9 Email 
9 Phone #
9 Time Zone
9 Tags



Manage Users – Add User
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Create one user at a time.

aWe offer many 
different ways to 
onboard new users, 
including SSO and 
bulk uploads. Click 
here for details

https://support.bluejeans.com/knowledge/adding-users
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Manage Users -
Invite Users
Administrators can send 
email invitation(s) to join 
their Group. 

Paste a .csv file, if 
needed.

ralph@softcoinc.com, betty@softcoinc.com

Existing BJN users 
are invited to move 
into your group.

New users sign up 
and are automatically 
added to your group.



Manage Users – Onboarding Tools
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The onboarding code 
snippets will allow you 
to embed the BlueJeans 
sign-up and log-in 
forms into a page of 
your choosing, allowing 
your users to sign up for 
an account in your 
BlueJeans enterprise.
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Billing Management
Manage invoice & 
payment information 
online:

Tab not available if service is through 
a BlueJeans reselling partner

1. Current Plan  
2. Contact your Sales 

Manager
3. Scan invoice history
4. Detailed invoice from 

prior months (PDF)
5. Change your payment 

method (e.g., posting 
different credit card)

5

4

3
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Note: on the day of your scheduled invoice, BlueJeans:
1. Generates an invoice,
2. Processes the credit card payment, and
3. Emails a detailed invoice of the charges to you and 

uploads it to this Invoice History tab.



Meeting History
Administrators view 
Meeting History, 
from all users:

Tip: Search by date range

29

Click bar to expand 
for participant details



Meeting History Click to export Meeting and Attendee history 
(found at the bottom of the page):
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Events – Default Type

If Events is enabled in 
your group, select the 
default event Type:
• Public can be 

accessed by anyone
• Restricted can only 

be attended by 
account owners in 
your enterprise group.

Check if OK to be 
changed by user, by 
event, if needed.
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Events only seen if Events is 
enabled for your Group.



Events – Default Settings
Check if you want these 
Settings available for  
group events. 
And, check if you want 
each enabled by default:

Add a custom 
background watermark

Check to receive email 
notice when new event is 
scheduled
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Events only seen if Events is 
enabled for your Group.

https://support.bluejeans.com/knowledge/primetime-watermark-guideline


Events – History and Upcoming 

Click History to see a 
listing of past events, 
conducted from all 
users in your group.

Click Upcoming to see 
a listing of events 
planned in the future.
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Events only seen if Events is 
enabled for your Group.



Events – Integrations

When a BlueJeans 
Event is integrated 
with Marketo, the 
attendee registration 
part is handled by 
Marketo and the 
approval part is 
handled by BlueJeans.
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Events only seen if Events is 
enabled for your Group.

https://support.bluejeans.com/knowledge/marketo-integration-guide


Recording Activity

Administrators review 
recording activity within 
their group. 

Click here to learn more 
about Enhanced 
Recording options for 
your Group.
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https://support.bluejeans.com/knowledge/enhanced-vs-basic-recording


Getting Started
Administrators can use 
our onboarding wizard
for step-by-step 
instructions to help you 
roll out a successful 
BlueJeans deployment:

1. Test your network
2. Set up users
3. Prepare for Success
4. Monitor & Optimize 

your account
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https://www.bluejeans.com/success


Release Notes
Administrators have a 
tab to see product 
release notes:

• Some Administrators 
(using BlueJeans via a 
Partner) will not see 
notes here.
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https://www.bluejeans.com/support/release-notes


Command Center

Access call stats 
and endpoint 
quality 
measurements, 
and even serve as 
a remote 
“moderator” in 
live meeting 
control! 

Click here to learn 
more about 
Command Center!
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https://support.bluejeans.com/knowledge/live-meeting-control
https://support.bluejeans.com/knowledge/command-center

