QUICK START GUIDE Bluejeans

Scheduling and Joining a BlueJeans Meeting
Using the Windows Outlook Plug-in and BlueJeans Desktop App
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1. Download & Install the Windows Outlook Calendar App — — e e TO QN =
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2. Opena Calendarinvite
3. Click the BlueJeans button

Click Settings on an existing meeting to change meeting e .
options such as:

*  One-time meeting or personal meeting ID

Meeting ID: 340 419 298

* Mute audio and/or video on entry

Room System
199.48.152.152 or bin.ve

+  Start without moderator (enable/disable) i
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+ Add a participant passcode T —

r video connection?
com/111

Join with the BlueJeans Desktop App

Mute your camera Mute your audio
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Join a Scheduled SR
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:00 PM Join Options.
(dlick Join or the down arrow Toar Westing =

for additional join options) -G
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Join manually
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Meetln ID Enter passcode (optional JON | v H
g St et mic or speakers

© 2020 BlueJeans Network. All rights reserved. Learn More: Downloads | Video Tutorials | Knowledge Base | BlueJeans Support



https://www.bluejeans.com/downloads
https://support.bluejeans.com/s/training
https://support.bluejeans.com/s/
https://support.bluejeans.com/s/contactsupport

QUICK START GUIDE Bluejeans

The In-Meeting Expenence

BlueJeans Desktop App

In-Meeting Controls

Mute your audio Share content View and mute participants
Mute your camera i Group and 1:1 chat
Startsto rdi ® O ® Blueleans (©)

p recording ® strtRec 0ol : ¢ 4 iy i i
(moderators only) G | ) £ B H ® e—e Edisettings
Change your

camera,

O¢  HD Pro Webcam C920 o) o—e microphone or
' speaker (headset)

9,

& Builtin Microphone (internal..

@) Built-in Output (Internal Spe...

Fit video to view

Switch your video &——® Moderator controls

display preference

Mute people on entry
Disable entry and exit notifications

Lock current meeting

Tips

B UEOLLHD OIS - GOOD INTERNET CONNECTION

O W= B AIEL GINIE Use a LAN connection or strong WIFI

0 WS ED Qi for best performance
» Space Bar = Hold to unmute while you talk P

MUTE ) HEADSETS ON THE GO

@ * Yourself if not talking - Control background noise Use the

 All for large meetings (avoid speakerphone) Mobile App
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