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1. Introduction to Pexip by Kinly

Welcome! And congratulations on acquiring Pexip by Kinly, you now have two powerfultools
available for making good video meetings.

1. Your personal virtual meeting room (VMR)
2. Your personal video meeting app (Pexip meeting assistant) o

Pexip

Let's start by taking a look at your "Personal Virtual Meeting Room (VMR)" This is a personal
virtual meetingroom where up to 100 participants can attend. These can all participate across
systems and services. For example, you can join froma browser (eg. Explorer/Safari/Chrome)
on PC/Mac, Skype for Business, with telephony, a standard video system (eg. Cisco/Polycom),
our own 'Pexip' app on which computer/tablet/smartphone. This means that your virtual
meetingroom is systemindependentand that you as an external or internal party can attend
on your premises and use your preferred system.

PHONE

VIDEQ SYSTEM AUDIO CONFERENCE

lllustration image: The cloud represents your virtual meeting room (VMR)
where everyone participates from their preferred devices and system.
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IMPORTANT! Your VMR has a specific URL where you can:

a) Attendvirtual meetingrooms through your browser and

b) manage the room. Make sure you bookmark and save the URL for your VMR, as this

will be useful wheninviting to meetings and managing them.

You can also use the "Pexip" application on PC/Mac/Tablet/Smartphone. This allows you to:

a) Call directly to others their video system or video application.
b) Receive video and audio calls.
c) Participate ina VMR.
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2. Get started with the Pexip by Kinly service

You will initially receive a registration email from Kinly. Looking like this:
To complete the registration, press «Complete the registration»

1pexipl ] Kinly

Hi

You are just a few steps away from placing your first video call

Complete the registration

Thank you for choosing Pexip by Kinly

We are excited to have you as a customer. Activate your account by completing the registration above.

Best regards,

The Kinly Team

http://www.kinly.com/
Pexip by Kinly

Our support email is:

support.norway@kinly.com

1. Log in to your virtual meeting room - Desktop and browser

Your account provides you with a virtual meeting room specifically designed for professional
video conferencing. The room supports up to 100 participants on video simultaneously. You
should have received your login details in the activation email when you created your
password.

* You can log into your virtual meeting room (VMR) from either a desktop application
or your preferred browser.
e Your VMR has a unique URL that looks like this: pexip.me/meet/11111111/
e With this link you can:
e Attenda virtual meeting
e Manage your meetings (invitations, room settings etc).

TIP!If you use the browser functionality, you may want to bookmark your personal VMR (eg
pexip.me/meet/1111111/) for easier access.
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2. What your personal virtual meeting room looks like:

Desktop application:

B raip
- : ",
® En # Simen Bille Grostad's VMR # Room link
rostad.vmr@vijucloud.com

Profile & Account

Account Information

Password
App settings .
at everything
Send us your feedback Change any options you would like before calling

Join now

o) Test speakers

Browser:

O Feip x4 - X
& 5> C ) 8 pexipme/meet/75350491/ % B/ BMT WE o & :
i Apper [fd Facebook | Cloudroom Manager [BN Nyheterfra Norges.. G Gmail @ YouTube B¥ Maps B Oversett @ Google Maps Nyheter Populzre Apple Skole Film og TV-serier Vaer Jobb. Ferie
lc) ol # ® Simen Bille Grostad's VMR # Room link & O b 4ok OB
sbgrostad.vmr@vijucloud.com

Profile & Account
Account Information
Password

App settings

Send us your feedback

Welcome to the room

How would you ik to join?
& Join through browser

ORJOIN USING

©Q ® o\ o=
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3.The invitation process
1. My Meeting Video — Outlook add-in

We recommend all our clients to use "My Meeting Video" for Outlook when booking meetings
for their personal VMR. If your organization has not rolled it out to all employees, you can
find it at pexip.me/download.

0 Pexp X+ - (sl X
< C O @ peipmefdownload B ox B " BMT NG o @
25 apper [ facebook | Cloudicom Manager [l Nyheter fra Norges. G Gmal B Youlubs B¥ Maps B Oversstt @ Google Maps Nyheter Populare Apple Skole Filmog TV-serier Vesr Jobh

Download apps

Pexip Qutlook Add-in Activate Endpoint
Qur video client for PC, Mac, i0S and Schedule meeting tly from your Test your network and activate your
Android. Qutlook calendar 365/ video unit on the video service

Exchange)

Show all downloads ¥

Privacy policy Premium support provided by | Kinly
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2. How to invite

To book virtual meetings with the outlook add-in, start by opening a new meeting in outlook.

File goTmEm—.\ / Receive  Folder  View  Help  Acrobat & Coming Saon
E F [ =i iD * E ﬁ E E @ A Mew Group Search Paople
= A Browse Groups (B Address Book
New. New JNew New Skype ~ New Teams | Today Mext7 Day Work |Week Month Schedule Add Share
Appointmdt Meeting flems v Meeting Meeting Days Week View Calendar ¥ Calendar »
Skype Meeling | leams Meeting Go To m Arrange = Manage Calendars. Groups Find ~

Then click on the new "My Meeting Video" add-in.

Untitled - Meeting

File  Meeting  Scheduling Assistant  Insert  Draw  FormatText  Review  Help @ Tell me what you want to do

= 3 (= (|| Privat -
I B (&) @& [ &S | @sows B | & HF O 8 D) f

| High'l s

Delete Skype Teams Cancel Address Check Response T | @ § DI G || s | | rommi | te View

—> Forward ~ 8 [ Reminder: |15 minutes~ ~ .

Meeting Meeting | Invitation Book MNames Options ¥ ~ Low Importance - meeting Nates Templates
Actions Skype Meeting | Teams Weeting Attendees Optians Tags vaice [y Meeting Videl]| OneNote My Templates ~

The first time you click on the add-in you have to log in. You log in with your user details from
the registration.

Untitled - Meeting

File Meeting Scheduling Assistant Insert Draw Format Text Review Help Q@ Tell me what you want to do

- . = 'Y HE A Privae D 3

[=] calendar @ 7] @ 2 ':| Eshow as [Msusy " D)

A2 & U bg High Importance = ¥
Delote _y . = vd ~ Skype Teams Cancel address Check Response L Rerinder 15 mi Recurrence | Categorize Dictate | Newuideo | Meeting  Insights View
Meeting Meeting | Invitation Book Names Options * SRRl 15 minutes - |- Low Importance - meeting MNotes Templates

Adtions Skype Meeting | Teams Meeting Attendees Tptions Tags voice My Meeting Video | Onehote My Templates ~

(3 Vou baven': sent this mesting invitation yel My Meeting Video X Room Fin.. - x

4 Machzoo b %

> From shgrostad @kinly.com My Meeting Video Su Mo Tu e Th B oSa

3 24 25 26 27 28 29
send i 1234567
8 9 10 11 12 13)14]
Required 15 16 17 18 19 20 21
22 72 24 25 26 27 28
29 20 31 3 4
Optienal “
o _Jeecd [rair  [lPeer
Start lime Sat 3/14/2020 f | 3a0eM = [lauday [ ] @ Time zones Show a raam st
None
End time Sat 3/14/2020 1 200pm = Make Recuring
‘Choase an available room:
i . Mone
Location F&. Rroam Finder T

Add a link to your personal Suggested times:

Suggestions are not provided
room for non-working ays.

Help your participants join video meetings
by sharing a link to your room

Get started

Don't have a Videxio account?

Learn more about our services here

AR 2R
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Once you have logged in, you are ready to add the URL of your personal VMR (Add meeting
link). By adding this link, the recipients of the invitation now can participate in your personal
VMR via various browser details. In addition, there are a few other featuresin this screen:

e "Createonetime room" - This means creating a link to a virtual meetingroom that can
only be used once and that is not connected to your personal meetingroom.

e "Add advanced room info button" - Makes you receive different caller details in the
meeting invitation itself.

Untitled - Maeting

File  Meeting  Scheduling Assistant  Insert  Draw  FormatText  Review  Help Q@ Tell me what you want to do

e ©| % [ R B |gwnds O | 28

Delete . Skype Teams [ nse _|Recurrence | Categorize
— Forward Meeting N . | Ll Reminder: 15 minutes N

3 private

| High Importance

- Law Importance

Actions Skype Mesting| Te: ing Options Tags
i) ¥ou haven't sent this meeting invitation yet
= From sbyrostad@kinly.com
Send T
Required
Optional
Start time. Sat 3/14/2020 5 330em v Llalday [ @ Time ones
End time: Sat 3/14/2020 [ | 4o0pm = O Make Recuring
Logation___ Simen Bille Grostad's VMR [& Room Finder

Join the meeting: hitps://pexip.me/meet/75350431

Make it a video meeting
Options

Create a one time room. B=t2

x

Good
Add meeting link Show 2 roam s

Add advanced room info

Customize advanced room info

sbgrostad@kinly.com

Log out

Support | 2.3.3-6a00a9528

Room Fin.. -

4 Machzom v

Su Mo Tu We Th Fr Sa
12345586 7

8 9 10 1112 1314
15 96 17 18 19 20 21
22 23 24 25 26 27 28
ELIEL IS

Fair [l Poor

None

Chooss an svailable room:

a
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4.The participation process
1. How to join from the desktop application

In this chapter, we will discuss what it looks like when you attend a meeting with the desktop
application. When you open the application, you will arrive at the welcome screen. The

Welcome screen gives you the opportunity to:

e Test the speakersand the microphone

e Turn the camera on / off before joining

e Turn the microphone on / off before joining
e Check how your hair looks before joining!

exi
. . i
Ic) En| # ® Simen Bille Grostad's VMR o Room link
sbgrostad.vmr@vijucloud.com

Profile & Account

Account Information
Password

App settings
Check that everything works

Send us your feedback
Change any options you would like before calling

D Join using Audio + Presentation only mode

o) Test speakers
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Join your room from the welcome screen:

The Welcome page for your room appears in the main window next to the sidebar. Press the
"Join Now" button to bring up the preview screenfor your room.

Join using audio + presentation only to enteryour room without sending video. If you are
the first person in a virtual meetingroom, you will see the text"Welcome to the meeting!
"Waiting for other people to connect ..."

Welcome to the meeting!

Waiting for other people to connect...

v @ (=

M Show self-view

Do you want to attend a colleague's room?

If youwant to join a conversation in another virtual meeting room, use the directory tab. The
meeting room directory in the sidebar allows you to switch to the new room in the main
window.

e Touch the hashtag icon in the sidebar and select the room you want to join.
e C(Click on the room to open the Welcome page in the main window. o

e Now you can join in the same way as for your own room. o o #

Q, Search

* STARRED

Kamilla Borrebzek's VMR
Kamilla Borrebzek's VMR
You joined

E’as;haﬁs Kastoris
?almam Riaz

.Lars Bergendahi

Angie Kraja
@ Theycalled you
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2. How to join from browser

Attendingfrom a browser is an important alternative for eg. external participants who do not
belong to the organization. It gives everyone the opportunity to participate regardless of
whetheryou have any of Pexip's applications. The welcome screen is roughly the same as the
one in the desktop application.

Q F=ip x4+ _ =

<« C O & pexip.me/meet/75350481/ B ¥ )7 A BT W E @ H

2 apper [ Facebook | Cloudroom Manager BB Nyheter fra Norges. G Gmal & YouTube B¥ Maps B Ovenett @ Google Maps Myhstar Populsre Appls Skale Film og TV-serisr Waer lobl

® a # ® Simen Bille Grostad's VMR % 0o O 8 lock O@ &

sbgrostad.vmr@vijucloud.com

Profile & Account

Account Information
Password

Welcome to the room

App settings
- How would you like to join?
Send us your feedback

{-‘) Join through browser

The browser option provides various opportunities to participate in the virtual meeting.

e Join through browser indicates that you are participating through a web browser
(WebRTC).

¢ You can click on the Pexiplogo and it opens the desktop application.

¢ The Skype icon opens your local Skype client.

e The Video System symbol provides caller details from a video system.

¢ The phone symbol gives you caller details on "regular" telephony.
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If you participate from a browser, it looks like this:

Brexip
Simen Bille Grostad's VMR "
C] ED| ® & Room link
sbgrostad.vmr@vijucloud.com

Profile & Account

Account Information
Password
App settings

Send us your feedback Check that everything works

Change any options you would like before calling

(] Join using Audio + Presentation only mode

@) Test speakers

You get almost the same welcome screen as in the desktop application and check the
following:

e Test the speakersand the microphone

e Turn the camera on / off before joining

e Turn the microphone on / off before joining
e Check how your hair looks before joining!
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5. Mobile application

The Pexip app is available for both smartphones (iPhone/Android) and tablet (iPad/Android).
You can find the applications in AppStore for Apple and Google Play for Android respectively.

This chapter is based on iPhone usage, the process is similar for those with Android.
1. Log in

Log in with your personal username and password.

16:49« T ()

Login

E-mail or video address

Continue

7] 1] S

Log in Join room as guest Meetings Settings
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2. Recents

The first thing you will encounter after logging in is the "Recents" page. Here you can see all
your recent conversations and those you have not been able to answer. At the bottom is the
menu bar.

16:50 7 w T @)
All Missed

# Simen Bille Grostad's VMR 6 March
1 minute

# Henrik Johannesen's CloudRoom 24 February
1 minute

# Simen Bille Grostad's VMR 20 January
54 minutes

# Simen Bille Grostad's VMR (4) 17 January
1 minute

# Simen Bille Grostad's VMR (2) 16 January
4 seconds

# Simen Bille Grostad's VMR (4) 3 January
1 minute

o 2751303922@vmr.vc 2 January
1 minute

# Simen Bille Grostad's VMR (3) 2 January
1 minute

# Ole Skeidsvoll Moe's VMR 2 January
1 minute

# Simen Bille Grostad's VMR 1January
Canceled

# Simen Bille Grostad's VMR 30 December
29 minutes

© @ # 'S

Recents Contacts Rooms Meetings Settings
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3. Contacts

From the "Contacts" tab you can find the colleague you want to call. If they have a greendot
nexttotheir name, they are online and available. Touch their name and choose to make video
calls or audio only. If you want to call someone who is not in your phonebook, just entertheir
video address at the top of the screen and call from there.

NOTE! You will now call a colleague or otheruserdirectly. This meansyou are notcalling their
personal virtual meetingroom (VMR). This option is comparable to a regular phone call where
you call someone else.

D))
1

16:50 * o

Q, Search name or video address

A

® abe.ex90@vijucloud.com

O Anders Bech

© Anders Egeland

O Anders Olstad

® Andreas Pehrson

O Andreas Tamnes

O andreas.support.home@vijucloud.com

O Anne Line Hojem

HN<SXE<CHOW IO TVOZEIrXc—IO@TMMOO®>

O Anne-Marte

® BGO2 (Pexip by Kinly)

O Birger Isdal

© o # &

Recents Contacts Rooms Meetings Settings
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4. Rooms

This tab contains all virtual meeting rooms (VMRs) in the company you can call. Select the
room you want to call and select audio or video. If you want to call a room that is not in your
phonebook, simply enter the address at the top of the page and call from here. For your
convenience, your own personal room is always at the top of the page.

16:517 T )
Q, Search name or video address

Your room

Simen Bille Grostad's VMR

shgrostad.vmr@vijucloud.com

A
‘ No participants in your room g
D
E
F
G
Other rooms H
[
J
a K
L
M
# Anders Bech's VMR g
P
Q
R
# Anders Egeland's VMR s
T
u
v
#f Anders Olstad's VMR w
Y
z
# Andreas Pehrson's VMR #
## Andreas Tamnes's VMR
# Anne Line Hojem's CloudRoom
AL . A

© [ # o’

Recents Contacts Rooms Meetings Settings
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5. Meetings

The first time you are in this section, you need to give the app permission to your calendar.

Just choose the calendar where your video meetings will appear, in many cases this is your

work calendar. If your organization uses Office365, you can log in with this (Single Sign On).
Using the iOS calendar option be sure to choose the right calendar where your meetings are
located.

Once you've done this, all your video meetings will be shown here. The tab will also indicate
what kind of meeting it is, whetherit is a Skype meeting or whetherit is a Pexip meetingor
another type of provider. Now you can simply tap "Join" to dial directly into the meeting
room. You will then be given the option of various caller details.

)
’

16:561 ¢ - 17:26 7 -

<)
L

17:26 7 w T

Meetings Meetings Meetings

Next meeting Next meeting

Pexip by Kinly
Today, 18:00 - 19:30

Pexip by Kinly
Today, 18:00 - 19:30

Location Your room Location Your room

LEEy rayaa

i

Where should meetings be
fetched from?

Which source would you like to use?

iOS account calendars

Connect to Office 365

N # O

Cantacts Raoms Meetings Settings

Monday

Nasjonalt salgsmete

Skype for Business 08:30 - 09:00

Thursday

Please join me at per.t.halvorsen@meet.gjen...

Skype for Business 10:00 - 10:50

23 March

Nasjonalt salgsmete

Skype for Business 08:30 - 09:00

25 March

Please join me at per.t.halvorsen@meet.gjen...
Skype for Business 13:00 - 14:00

27 March

B # @ O

Contacts Rooms Mestings Settings

Monday

‘ q\ Nasjonalt salgsmete

Video Call
Audio Call
Join by dial-in
Join via video system
Scan QR code

Recent calls

P T VN

Cancel

NOTE! If your organization has video conference rooms, you can easily attend from these via
"Join via video system". If you use QR codes, you can easily scan them via the app - and the
meeting room is being dialed up. All you need to do is answer the panel.
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6. Meeting administration

As a convenerof a meeting, you have the opportunity through your personal VMR to manage
the meeting with the following:

e Lock the room.

e Overview of the number of participants.
e Mute individual and all participants.

¢ Add and remove participants.

1. Lock the room

By locking your virtual meeting room while holding meetings, you ensure that unwanted
participants are not entering. This will be very handy, for example, if you have meetings that
are confidential for some reason.

Simen Bille Grostad's VMR '
& Room link
sbgrostad.vmr@vijucloud.com

You easily lock and open the room by pressing "Lock". If someone tries to enter the room
after it is locked, you will hear a sound where it sounds like someone is knocking.

2. Participant control

As a meeting administrator, in this screen you can get an overview of all participants, as well
as disconnect some or all participants. You can also easily mute either all or some
participants via the buttons in the sidebar. Pressing the "+ sign" allows you to add
participants to your meeting room.

i X
Participants + : X

pexip.me/meet/75350491

% Muteall ® Disconnect all

Q_ Search for participant

Simen Bille Grestad

Simen Bille Grostad 9 //\
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3. Sharing content

In a meeting, it is often you want to share content. To do this, press the button that looks like
this:

s

You then get different sharing options:

* You can choose to share a document or application window.
e You can also share your entire desktop window.

Our recommendation is to share an application window. The advantages of this are that you
do not have to show unwanted notifications that might appear on your machine.

4. Meeting management via app
You get the same control options in the app to your board meeting. Then it looks like this:
¢ You pressthe green button indicating how many participants there are in your room.

You can then manage meeting participants in the same way as you would in the
desktop application or browser. Either the lock room, mute participants or add new

participants.
18:29 4 N 18:29 1 R
< sek «Sek
Q Se: a r video address Simen Bille Grostad's VMR
X Search name or video address 4 Simen Bl a +
Your room Simen Bille Grostad
i i Active t!r @
Simen Bille Grostad's VMR
shgrostad.vmr@vijucloud.com

Simen Bille Grostad ®

$
Active ¥
Share link Join reom
i 2 participants in your room

Other rooms

A

# Anders Bech's VMR
# Anders Egeland's VMR

# Anders Olstad's VMR

HNLXELXCAVIDTOZEr R —TIOTMOO D>

# Andreas Pehrson's VMR
# Andreas Tamnes's VMR

# Anne Line Hojem's CloudRoom

O #T# & © 8 # o

Recents Contacts FRooms Mestings Settings Recents Contacts Rooms Meetings Settings
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[.Security

Apart from locking the room, there is an extra opportunity to increase the security of your
room and meetings. You can add a "Host PIN". This means that you can set a PIN for your
virtual meeting room, this means that no one will have access to your virtual meeting room
until you log in with your personal PIN.

To seta PIN, go to "Settings" which is the small gear. You can find this in both the desktop
application and the browser.

. . '
Simen Bille Grostad's VMR # Room link &% o 0 0s
sbgrostad.vmr@vijucloud.com

Quality/device settings
Room settings

On the "Room settings" tab you can find this option. Then press "PIN codes" and enter the
selected PIN code.

) En)| # ® Simen Bille Grostad's VMR

sbgrostad.vmr@vijucloud.com

& Room link * O O @ lock O@

Q_ Search

Simen Bille Grostad's VMR

Room settings

Simen Bille Grostad's VMR

SBGrostad@kinly.calls.webe... 18:1€

Henrik Johannesen's Cloud... 24 Fe! Room Information Host PIN

PIN codes I

2751303922@vmr.vc

Ole Skeidsvoll Moe's VMR

Guest PIN

Before leaving the page, it is important that you press "Save". Failure to do so will not save
the PIN.

NOTE! Your PIN code is personal and should NOT be shared with others. This PIN should be
treated the same way as any other PINs, eg. just like your credit card.
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8.Good luck!

This usermanual is intended to give you a quick introduction to Pexip by Kinly and how to use
the service. We hope you are satisfied and wish you and your organization good luck with the
use of personal virtual meeting rooms.

Should you have any questions beyond this we are happy to assist!

Good luck, greetings from us in Kinly!
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