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Account Menu

To access your Account Menu,
click your picture in the upper
right hand corner of your
BlueJeans account.

You'll land in your Profile page
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Profile

About Me:
1. Upload your photo (or logo).
2. Import your LinkedIn profile
(optional).
3. Title, Company, Phone #, and
Email address
My Preferences:
4. Preferred Language: English,
German, French or Spanish

5. Time Zone / Format
6. Accessibility
7. Email preferences for

product, education and other
bulletins from Blueleans.
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EVENTS VIDEOS RECORDINGS

About Me

John Smith

Senior Product Manager
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Softco, Inc.

john@softeoinc.com

My Preferences
English
GMT-0800 US/Pacific 5
Enable Accessibility

MANAGE YOUR EMAIL PREFERENCES 7

ADMIN ses (2] @“
2

IMPORT PROFILE

CHANGE PHOTO 1

24 HOUR FORMAT

SAVE CHANGES



https://support.bluejeans.com/knowledge/photo-size
https://support.bluejeans.com/knowledge/change-email-address
https://support.bluejeans.com/knowledge/language-localization
https://support.bluejeans.com/knowledge/accessibility-features
https://support.bluejeans.com/knowledge/product-emails-from-BlueJeans

Settings — Meeting Settings

BlueJeans MEETINGS EVENTS VIDEOS RECORDINGS ADMN «+ @ @

Use the Meetings Settings page to
edit: & PROFILE Meeting Settings
1. Default Video Layouts % sermnGs
2. PSTN Number Preferences: if . PASSWOH@
enabled by your Admin, you 2

1 (

(1]
(1]
(1]

i &, DELEGATION ke
can Choose Wh | Ch cou ntry ACTIVE SPEAKERS ACTIVE PRESENCE CONSTANT PRESENCE
dial in number you want e
p u b | |S hed fo r yo ur m eet| ng S Your enterprise has following default PSTN numbers configured
H Country Phone
3 : M eetl n g room wa I | pa per Z United States +1.408.757.0979
4. Moderator Passcode. Edit as
You may override the default numbers, displayed above, by entering
n eed ed . phone numbers in the field below.

Start typing country name

> .

a

4573


https://support.bluejeans.com/knowledge/layout-options
https://support.bluejeans.com/knowledge/customize-dial-numbers

Settings — Default Scheduling Options

BlueJeans MEETINGS EVENTS VIDEOS RECORDINGS ADMN «+ @ @

Scroll down for Default Scheduling

Options. Click “My Meeting” to make & PROFILE Difaiiit Setistiulinig Options
the foIIowmg changes for your £ SETTNGS MY MEETING 1 SCHEDULED MEETING
personal meetings: . msswon® ﬂlg

1. Choose to edit your Personal
. '.@’ DELEGATION Username/Personal URL 2
(My Meetlng) Or your SChedU|ed httpsJ//bluejeans.com/johnsmith [[)

&y MEETING HISTORY

meetings. o
2. Copy meeting URL -
3. Change Personal Meeting ID (9-
18 numeric digits) £ John's Mesting
4. Change your personal meeting
title, if needed 5 0D PARTICPANT PRSSCODE
5. Add a participant passcode to .
your meetings, if you need extra —>

security. Set the code here. =



Settings — Default Scheduling Options

Default scheduling options are
available for your meetings:

Enable Audible Alerts

Start meeting without a Moderator
. This is a recommended feature!
Always Encrypt Meeting (with
option to include PSTN dial in
endpoints)

Crop Video

Disable chat messaging

Mute Participants On Entry

Silent Participant on Entry and Exit
Show participant names in email
invitation

Save your changes
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& PROFILE

£ SETTINGS
fa PASSWOR
..@) DELEGATION

&y MEETING HISTORY
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|_] ENABLE AUTO-RECORDING

START MEETING WITHOUT MODERATOR
[] ALWAYS ENCRYPT MEETING

[ ] cropvibEO
|'_| DISABLE CHAT MESSAGING
|’j MUTE PARTICIPANTS ON ENTRY

[ ] SILENT PARTICIPANT ENTRY MODE

SHOW PARTICIPANT NAMES IN EMAIL INVITATION

SAVE CHANGES


https://support.bluejeans.com/knowledge/entry-and-exit-notification
https://support.bluejeans.com/knowledge/moderator-less-meeting
https://support.bluejeans.com/knowledge/disable-chat
https://support.bluejeans.com/knowledge/mute-upon-entry

Change My Password

Password & PROFILE C 2nt P C
. . £¥ SETTINGS
Click Password Settings to enter a
new password. You will not receive G PASSWOR
an email confirmation. 2 DELEGATI

v Check your spam folder if the

. . fra  MEETING HISTORY
email does not arrive. %

SAVE CHANGES

Forgot your password?
Click the link at bluejeans.com/login and follow the instructions.

Username or Email Address

Password
‘ Enter Email addrass hara

E-mail address:

Remember me

Forgot your pass@



http://www.bluejeans.com/login

. Delegate Scheduling provides the ability to schedule meetings
Delegatlon on behalf of other BlueJeans users in your Enterprise Group.

In this example, Betty Brown can schedule John’s meetings.

]

& PROFILE Delegate Users

'I:l' SETTINGS An account delegate can manage your Blue Jeans meetings on your behalf.
Betty Brown <betty @ softcoinc.com

ﬁ PASSWORD

&, DELEGATION
TN
( ADD DELEGATE )
(%) MEETING HISTO e


https://support.bluejeans.com/knowledge/delegate-scheduling

Meeting History

Tip: Search by date range
Click Meeting History to review and I D Y J I

export meeting details:

& PROFLE Meeting History
-

Search by date range

@ PASSWORD

Date and Time Meeting Title Participant Count Participant Min.
.!@ DELEGATION )
4/9/2012 01:45 p.m. Sales Topics 2 5
B MEETING HIST 4/4/2012 0116 p.m.  Show Planning 5 179
Meeting Summary
A/4/2012 12-45 p.m. Pricing Review 2 Title: Manth RECED Duration: 89

ate: April 3. 2012 Participant Count: 2
tart Time: 5:07 pm  Participant Minutes: 175

IMaderator: johnsmith Max Participants: 2
4/3/2012 05:07 p.m.  Month Recap 2

Participant Join time  Minutes
Export Meeting History | Click bar to expand for  |& »=memn o 7
part|C|pant detalls Fa_Andy Jenkins 17:07:39 88




Meeting History

Export Meeting History summary to excel

Meeting History

& PROFILE
Search by date range
£+ SETTINGS cance | oo | , | A
Date Start Time Duration (Minutes) Meeting Title Description Participant Count Max Concurrent Count Total Participant Minutes
4/9/2012|01:45 p.m. 3|5ales Topics 2 2 5
4/4/2012|1:16 p.m. 26|Show Planning 5 5] 129
4/4/2012|12:45 p.m. 4|Pricing Review 2 2 8
4/3/2012|05:07 p.m. 89|Month Recap [ 2 2 175

4/4/2012 1245 pm.  Priciy i Review 2 g

4 012 05:07 p.m. Recap 2 175

Export: Meeting Histo
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Signout

Click Signout from the top-
right drop down list to log
out completely from the
app. You will be forced to
log in again from
bluejeans.com

If you leave your account
by closing the browser, you
are still “signed in,” and
only need to click My
BlueJeans to come back
into your account without
entering your account
credentials
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