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Getting Started with eZ!

g Select the eZ icon on your desktop. When eZ opens you will notice to
your left under the main tool bar, there are a series of buttons called the
Launchpad. From the launchpad you can launch eZconference,
eldesktop and eZmessenger.
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EZconference

Conferencing Basics
Start a Conference

Start a Conferenc

SECTION |

The eZlaunchpad allows you to quickly and easily start
a conference. A conference can occur over your LAN
(Local Area Network) or over the eZnetwork. You must
have an active internet connection to connect via the
eZnetwork, if not eZconference will default to LAN.

Select the Start Conference button on your eZlaunchpad. The select Document dialog box will appear

and you are given the option of Starting a Conference with a File, a New White Board or choose from
a list of Recently Used files.

In the example below, The Open File option was selected and a file was chosen.
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The file chosen will open in eZconference and you will be prompted to enter a password for your
conference. Enter the password and select “Set Password.” Others can now join your conference.
People joining your conference will need your eZnetwork ID and conference password.
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All conference participants can markup, annotate, etc. the conference document. Participants
can also add documents to the conference, creating an .eZ compound file. Only the host of
the conference can print or save the conference document.



EZ conference

SECTION |
Join a Conference
The eZlaunchpad allows you to quickly and easily
join a conference. A conference can occur over your
e JOl na COnfe renc LAN (Local Area Network) or over the eZnetwork.

You must establish an active internet connection
before joining a conference via the eZnetwork.

Select the Join Conference button on your eZlaunchpad. Enter the

eZnetwork ID of the person hosting the eZconference and select “OK.”
(If joining over the LAN, you will enter the hosts LAN ID)
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Enter the conference password and select “OK.” A status bar will appear
showing your receipt of the conference document.
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All conference participants can markup, annotate, etc. the conference document. Participants

can also add documents to the conference, creating an .eZ compound file. Only the host of the
conference can print or save the conference document.
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Marking up the Conference Document

Create
Text

Highlighter Arrow  E||

1 o oo

Sketch

2 s

Rectangle

The markup tools are located on the main toolbar.

All conference members can interactively draw lines,
create text, highlight, etc. and everyone sees each
others markups immediately. When you select a tool,
the Area Properties Dialog Box will appear, allowing
you to select the color, etc. for each tool. To see a
complete overview of the Markup Tools go to page 23.

Additional markup tools are available in the Advanced
Toolbars, which can be opened by choosing Tools/
Options/Advanced Tools. The Advanced Tools open
by default when you open a 3D Model.
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The conference markups can be saved by the conference host. These markups can be saved with the
document by simply selecting the “Save” or saved separately by choosing “File/Export Markup as CGM.”

To clear all markups before saving, select Edit/Clear on the main menu.



EZconference SECTION |

Inserting Files into the Conference

Any conference participant can insert a file into the conference. To Insert File into the
current conference. Select the “Insert File” button. This will open the “Open File” dialog
box. Select a file and click “Open.”
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The file you selected has been inserted into the conference. The file name now appears
in the Presentation Browser window on the left of your screen. All conference members
will see the newly inserted file immediately.
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e/ conference SECTION |

Saving, Printing & Exporting the Conference Document

Save

To save the conference document, select the “Save” icon on the main toolbar.
eZconference will save the document as an .eZ file by default.
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Print When printing the conference document, for best results select the “Fit Screen” icon on
the Main Toolbar before selecting “Print.” eZconference will print only the page visible in
the application window, a file with multiple pages (ie. powerpoint document, pdf, word,
etc.) or a conference with multiple files will have to be sent to print page-by-page.
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You have the option on the File Menu of Exporting the screen To Clipboard, PNG, JPG or BMP. This
will allow you to import conference documents, markups, etc. into Word or any other applications.
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Transferring the Conference Document

File Sender

Save the conference document before attempting to transfer. Press the “Transfer File”
button. You will see a dialog box which allows you to select a file to transfer. Select the

file and press “Open.” Then select which conference members should receive the file
and press “OK” to begin the transfer.
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File Recipient

The members who are receiving the file will then have the opportunity to rename the file
and to select a folder on their hard drive where the file is to be saved. The transfer will
not be completed until the recipient saves the file.
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EZconference SECTION |

Working Offline with eZconference

1

Viewing Files

You can now work “offline,” viewing files, marking up files and creating
presentations.

Select the View & Markup button on your eZlaunchpad. The select Document dialog box will appear and
you are given the option of opening a file, a new white board or a recently used file. In the example below
the Open File option is chosen. This opens the Open File Dialog box, where you can select a file and click
open to view it in eZconference.
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Your selected file opens in eZconference.

[ ek e il i e View the following file

R T e TR R T e types in eZconference:

et eZ  .dwg

= pdf .dxf

e ~ jpg  .plt
.bmp .cgm
.png .3ds
.gif wrl

D tga .igs

.doc st
Xls .02¢C
.ppt .gts
-hpg




e/ conference SECTION |

Creating a Presentation

Once you have opened the eZconference application, you can combine multiple file types into on eZconference
Presentation. Start your presentation by opening a file or a new whiteboard. Using the Insert File button, add
additional files to the current file. You can also add whiteboards and screen snapshots to the current file, these
options are under Presentation on the Main Menu. As files are added, presentation contents will appear in the
presentation browser window on the upper left hand side of your screen.
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The newly opened file is added to the whiteboard in the Presentation
Browser. To add more files to this presentation, select “Insert File,”
choose the file and select “Open.”

Change Presentation File Order & Deleting Files
To change the order of the files, or delete files in your presentation simply right-click on

the file you wish to move or delete. A menu will appear giving you the option of moving the
file up or down in the order of the presentation or to delete the file all together.

Presentation Browser

m—_1 whiteboard Move Up
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Creating Screen Captures

eZconference’s snapshot feature lets you capture anything on your computer and insert it into your current
presentation or conference. In our example below, we have captured a web page.

The first step in creating a screen capture is to minimize the eZconference application window by selecting the
minimize button _| on the top right corner of your screen. With eZconference minimized, navigate to the screen
you wish to capture. Leaving this window open, maximize the eZconference application and select the “Screen
Capture” icon on the Main Toolbar. eZconference will automatically capture the screen and insert it into the
current presentation or conference.
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Other snapshot options are available under Presentation on the Main Menu. Here you can choose to snapshot
the entire screen (in the example above), a boxed area, a selected application or the current eZconference
document. Regardless of the option you choose, the snapshot will be inserted into the current presentation or
conference. If you wish to create a new document when taking a snapshot, choose one of the snapshot options
under File on the Main Menu.

Boxed Area To take a snapshot of just a boxed area
of your screen, you must have that screen open as

Presentation we did in the example above. In eZconference, select
the boxed area option, an it will prompt you to select the
Browse . . . Ctrl+B area to snapshot by drawing a box.
. Selected Application To take a snapshot of a selected
Insert File . ... Ctri+| application, you must have that application open as we
. Entire Screen did in the example above. In eZconference, select the
Insert Whiteboard selected application option, and it will automatically take
Insert Snapshot b Boxed Area a snapshot and insert it into your current presentation or
Selected Application ~ conference.
Current Document Current Document To take a snapshot of the visible

h-" part of the current eZconference document, select the
current document option. This snapshot will be inserted
in your current presentation or conference.
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EZ conference SECTION |

Working with Scanners & Digital Cameras

The first step in working with eZconference and your scanner and digital camera is to make sure the
driver for the device you wish to use is installed on your PC. To do so, go to Start/Settings/Control Panel
and choose the Scanners & Cameras option. The name of your device should appear here. If not, select
Add, and install the driver for your device.

Scanners

To insert your scan directly into the current presentation or
conference, go to Presentation on the Main Menu and choose the
Select Source option. Choose the scanner name and click Select.

Presentation
Browse . . . Ctrl+B
Insert File . . . Ctrl+l A

Insert Whiteboard m

Insert Snapshot |

Select Source . . .

Acquire Image . . .

SoulceE
HP ScanJet 960cse Scanner

Select Acquire Image to insert the file from the scanner
into the your eZconference presentation or conference.

Digital Cameras

To insert your digital image directly into the current
presentation or conference, go to Presentation on the Main
Menu and choose the Select Source option. Choose the
camera and click Select.

Presentation
Browse . .. Ctrl+B
Insert File . . . Ctrl+I
Insert Whiteboard m

Insert Snapshot

Select Source . . .

b ouwce

HP ScanJet 960cse Scanner

Nikon Coolpix 950 Digital Camera

Acquirg Image . . .

Select Acquire Image to insert the file from the
digital camera into the your eZconference
presentation or conference. 14
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eZconference Tools
eZconference Tools Introduction
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EZconference

File Operation Tools

) Insert
Open File Print

E ] File
=808 alE
- —
| | | |
New Save Snapshot Presentation
Whiteboard Full Screen Browser

The File Operations tools give you quick shortcut buttons to the most used input and output functions.
These functions let you get information into eZconference (opening a file, browsing for a file, and taking
a snapshot of the screen), and send information out of eZconference (by saving to your hard drive or

printing on your printer.)

See a detailed explanation of these functions on the following pages.

New Whiteboard

To open a new, blank whiteboard within eZconference, select “New” from
the File Menu or select the New Whiteboard icon.
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Open File

To open a supported file from within eZconference, select “Open” from the

File Menu or select the open folder icon. The Open File dialog will appear.
Select the file to open and press “Open” to load the file.
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SECTION |
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EZconference

Save
To save the current document as an eZconference document file, click the save button. If
the current document has not previously been saved, a standard Windows File Save dialog
will open, allowing you to designate the folder in which to save, and to enter a filename.
_:|H|| Praimdsas Meba Teai hWedse Help ) ) . :HJld
L{pes 09088 MOMc e on LS
F T _your hard drive. |
| rerr— Type a name
= :—:—_— F—— for your file
Y e here.
“ |
(PO F -
i [ i o B T - e W e T Clle “Save” tO
save the file in the
selected folder.
Print

To send the current screen image to a printer, select “Print” from the File Menu, or select

17

the printer icon from the main toolbar. For best printing results select the “Fit Screen”
option before printing. A standard Windows print dialog box will appear, allowing you to

choose from your installed printers, and to set the printer properties. Press “OK” to print.
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Snapshot Full Screen

Click the Smapshat Full Screen button {o caplurs the image on your compuler screen

{behind ihe efconference program window), and inseri if inio ihe current presantation

ar conference. This is a greal way to capture information from web pages and other
grams, and mark it up or gquickly share it with others.
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Insert File
To Insert File into the current conference or presentation. Select the “Insert File” button. This
will open the “Open File” dialog box. Select a file and click “Open.” The file will be inserted into
the current conference or presentation. If you are in a conference, everyone’s eZconference
window will show the newly inserted file.

3 Fla iaain M Teoll Wrdse Hip il
O = e S OF xA @S AT
I
| i a v
Lo re—— oy Pl L 1=
N ——
-::-.: Lok s | i - &M
S ey TFT . Wl % —— ol dand ol
L '_'1 o T AL % Foenl w za .--;-I |1 E'H r
A T Pl e 1 E - o i i i g o
kL w s demals W - l'.u -
KL T Bl 0 Sk pabsa I hip 'EJ-J P
P T ew i B s i i i
Ly | r_;_L..--- Select file and
Finnas [ bar gage sl #a I CIICk “Open'”
(S L™ Iu.ﬂl_-u-- :. e ] I
Froeer Pla e | T P TP b alresing |

Presentation Browser

eZconference’s Browse feature allows you to explore the parts of each item in your presentation, as well as
a means to flip through each item. Using this Browse feature, you can easily present a fully interactive
“slide show” to others, full of a variety of data. Select the Browse button to toggle the Browse window open
and closed. Click an item’s name to show it in eZconference’s display window. When conferencing,
everyone’s eZconference window will be updated to show the new item.
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= To examine the parts of each item in the Browse window,
|_§ MARKUP_VIEW_2 ... double-click its name in the list. Depending upon the type
of information selected, various parts will be shown, such
as originals, pages, layers, views and markups. For each
of these, you may click the adjacent “+” to expand that
section. Click “-” to collapse a section.
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Viewing Tools

Rotate View
Zoom In Zoom Window Full Page  Counter Clockwise

] |
MAREuO O
| | j |

4% O ‘

I |
Dynamic Zoom Out Zoom 1:1 Fit Width Rotate View Clockwise
Pan

eZconference gives you an extensive array of viewing tools which make it easy to move about
the document and zoom in or out to any level. It's a better way to view your documents, giving
you maximum flexibility and ease.

Dynamic Pan

The Dynamic Pan tool allows you to move the image within the display window. Click the
Dynamic Pan button, then click and hold the mouse button in the display window. As you
move the mouse, the image will move. Release the mouse button when the image has
been moved to the new location.

Zoom In

Select the Zoom In button to make the image larger. Each time the Zoom In button is
Q pressed, the image will be magnified.

=cy—
+

el Tl ] = armkan & i T — ] :H-.I:.‘ [
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EZ conference SECTION |

Zoom Out

Select the Zoom Out button to make the image smaller. Each time the Zoom Out button
is pressed, the image will be reduced in size.

4
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Zoom Window

I-.' To zoom to a specified area, select this tool then press and hold the mouse button at
-Q one corner of the area you wish to zoom, and move the cursor to the opposing corner.
Release the mouse button at the opposing corner.
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eZconference SECTION |

Zoom 1:1

Select Zoom 1:1 to return the image to its default size on your display (with no zoom).
1- 1 When conferencing on 2D raster graphics (such as digital photos or bitmaps), selecting
. Zoom 1:1 will set the image to its default size for your display resolution. Others in the
conference may be using different resolutions, and therefore, the image may not
appear at the default size on their display.

Full Page

Select the Full Page button to show the entire image as large as possible, while still fitting
it entirely into the display window.

Fit Width

Select the Fit Width button to show the entire image as wide as possible, while still fitting it
into the display window.

Rotate View Counter-Clockwise

.{D Select the Rotate View Counter-Clockwise button to rotate the entire image Counter-
Clockwise.

Rotate View Clockwise
D“’L Select the Rotate View Clockwise button to rotate the entire image Clockwise.
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Object Tools
Select Object(s) Edit Object

| |
s A
Delete Object(s)

The object tools allow you to move, delete and edit markup objects.

Select Object
% To select markup objects, press the Select Objact tool, then cick the object to move, edif or
delete. To move an object, select the object, hold down the mouse bulion and move the mouse.
=] Fie Edi Conlasercs Prawsnirdon Vs Tools Windos Halp =
EESEE 0 %o 4% uw Oy oo PR | =
ea o oo
g- STy e
e — [P
[ - | Hold down the
U sttt When an object SHIFT key on you
I J L
is selected, | keyhoard {o select
its outline, or | witiple objects
edge color will

turn magenta
until the object
is released.

Delete Object

Lo

Edit Markup Objects

Markup objects may be edited at any time with the Edit Object tool. Select the Edit Object tool,

A then select the markup item to be changed. Control points will appear around the object, and
the properties box for that object will open. Click and drag the control points to resize or

reshape markup. You will also be allowed to change the color and width of lines, curves and

shapes. If text is selected, you will be allowed to modify the text properties. Right-click when

you have finished editing the object.

Click and drag the
control points to

Edit Rectangle

N B ]
Lie Lag wia adjust the object’s
Fd : | shape.
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EZ conference

Markup Tools

Create
Text  Highlighter Arrow

§ | | |
& g L2 /s~ OO0

Ellipse

SECTION |

eZconference has an extensive set of easy-to-use
markup tools which allow you to add notes, lines,
shapes even sketch freehand on a document, just as

you would on paper.

Each drawing tool allows you to choose from up to 16

Sketch

i t t

Line Rectangle

million colors. You can even set the thickness of your
lines, and the outline color of shapes and text boxes.

eZconference’s markup tools can be used to make
notes and annotate documents for your own review,

or interactively in a conference with others.

Creating Text

To add notes to an image, select the Text tool from the Markup toolbar.

The Text Properties dialog box will appear. Select the font, text color and height, fill color, edge

color and width, and the text angle.

Click in the display window where you would like to start the note. Type the text you would like to
enter in the note. Click elsewhere in the display window to reposition the note. Once you are

satisfied with the placement of the note, right-click, or select a different tool to exit the text function
e e .|

A he bl Cowteseis Presrlibn Bew Took Wielker Heig

. ] i iz
CEEEgE O Ssdas w0 U bE
i
e
2::." This is a line of text.
[ JEEE—
prTem—
L
Ty AM B 4 anie
B Fird M g 113 I._:"ﬁﬁ!
il "
Sotrortsie talic Text
/ —IeT Bold Textl
.llr_. ...-....- - i ;I
— 3
ﬁr .__,r' |'nr: i Hiarean j B I
Fhis is a line of text. Tt TS I
.-.\‘". _F I""i I:'
h-\,_ E"!Ii"!laollull . Edgs : Ed¢'ﬁl‘:‘\.
Y Set Fill Color NSSEINC I | ] F
Set Edge Thickness|

Set Text Angle
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EZ conference

g

%

Using the Sketch Pencil

Freehand drawing is simple and easy. The Sketch Pencil draws a solid line as you move
your mouse across the display window.

To begin drawing, hold down the left mouse button in the display window and move the
mouse, continuing to hold the mouse button down. Release the mouse button to finish the
line. Right-click or select another tool to exit the freehand drawing function.

The Properties Dialog allows you to set the color and thickness of the line. See the
diagram below for a closer look at the Pencil Properties Dialog.

= T L mes i G Bwkev ek
Lee@Ee 0% oAns u00 O wra @E
B—_1 -

Select the

b—| _ Sketch Pencil
| e iy} e A and the Penci
;:‘:_: : . Properties

— dialog box wil

appear.

. -
The Highlighter

The Highlighter draws a transparent line as you move your mouse across the display
window. Just like a real highlighter, it's great for highlighting words on a report or an area

of a photograph.

To begin drawing, hold down the left mouse button in the display window and move the
mouse, continuing to hold the mouse button down. Release the mouse button to finish
the line. Right-click or select another tool to exit the freehand drawing function.

The Highlighter Properties Dialog allows you to set the color and thickness of the line.
See the diagram below for a closer look at the Highlighter Properties Dialog.

=1 k&= Laa . Pimiilibs B Dok WiEder Hetd

PeEPEQ oot v tna B
| e —

gih-c—u: waan e gy
| e

m— | =
B | - h“-l--.
Kl ||| | 0000 S e cmr—
= -L-g.l.lrr-. neay

L B B

o e e

L
Haghlsghter Dﬁrf; |

SECTION |
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EZconference

/

A

SECTION |
Line

To draw a line, select the Line tool. Click and hold the mouse button in the display window at the
point you want the line to begin. While holding down the mouse button, move the cursor to the end

point of the line. When the mouse button is released, the line is drawn. Click again to start a new
line. Right-click or select another tool to exit the line function.

Arrow

The arrow tool allows you to draw a polyline with an arrowhead at the end. To draw an arrow,
select the arrow tool. Click the mouse button in the display window at the point you want the line

to begin. Click again where you want the next line segment to start. Continue adding segments
until your line is complete. Right-click place the arrowhead.

Tk el Cadmans Feaedades Ven Toai Aeaka HEp

PA@@EN DY oAk NOD U wRa@ L) i TIP
3 —— Hold down the CTRL
- — key on your
— keyboard to draw
= straight lines and
lines at a 45° angle.
Del Line 1 nichnes:
Y "
Rectangle

To draw a rectangle, click and hold the left mouse button in the display window. Drag the
mouse until the rectangle is the desired size. Release the mouse button to create the shape.

Drag the mouse again to create another rectangle. Right-click or select another tool to exit the
rectangle function.

Ellipse

To draw an ellipse, click and hold the left mouse button in the display window. Drag the mouse
until the ellipse is the desired size. Release the mouse button to create the shape. Drag the
mouse again to create another ellipse. Right-click or select another tool to exit the ellipse

I R i Condeesis Prasdais Vs Tede Wedea Heip

- - — =l
DEISEYE 0 %0assu00 0 xa@8 65 o)

TIP
gm Hold down the
e CTRL key on your
; b e keyboard to draw
e perfect squares

or circles.
e I




EZconference SECTION |

Select Color

eZconference allows you to select from up to 16 million colors for drawing lines, shapes, and text. In
the example below, the edge color of a text box is being selected. Other color settings may be chosen

in the same fashion.

Tesxt Properties E* 3 |
TIP
Fonk Famiy + Style Select “None” to
[aial CE =] B| I eliminate the chose
option. Using
— Tt — s “None” you can

draw shapes with
no fill, or no edge.

“Fl——  Edge ~ Edge 'Widh—
=] | -
See the most recently used colors by
Select “More...” to simply clicking on the down arrow next to
create a custom color. = the currently selected color.
(see diagram below)
Click the color you wish to use.

After selecting “More...”(shown in diagram above), you may choose from
an expanded color palette using the standard Windows color dialog.
. To mix a new

color, click
here to select
a hue.

Select New Drawing Color

I Adjust the

= soturation.

Pick one of the
basic colors or
click “Define
Custom Colors” to
mix your own

color CECCr T e
T Wue[T6 Red[®
mimmn R
Define Custom Calors > I Colar Lt Iﬁ Bibue: IE

!*-II | Canel | Add to Custam E-:lhrs'k‘ I

Click “Add to Custom Colors” to

Click “OK” to use the color A
finish your new color.

you have selected.
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eZconference Menus

File Edit Conference Presentation View Tools Window Applications Help

OPENS SNAPSHOT FLYOUT MENU -
Capture an Entire Screen
Entire Screen/[ )

Boxed Area<_[ Capture a Boxed Area j
Selected Application< capture a Document from}

e ———

/ \ File Current Document a Selected Application
‘ %ﬂﬁeigl;rg ‘ Capture a Visible part of
b @ New Ctrl+N the eZ Document )
‘ Launch the ‘ l
‘\ File Open Dialog | Open T Ctrl+O
/ \ Snapshot OPENS IMPORT FLYOUT MENUS
‘ Close the Current | Import Previously Saved
. Document Close Ctrl+F4 l Markup
) ; Import Markup
Save the Current Select a Source to Import
Document in an ’_’Save Ctrl+S Select Source . . . [ Image From 3
.eZ File Format Acquire Image . . .
Acquire Image From
Selected Source /

Save the Current
Document Under Import . . .

a New Name Export

OPENS EXPORT FLYOUT MENUS

'Reverts back to the\‘HR Al to Export the S to the Clipboard
, evert ows you to Export the Screen to the Clipboard or
‘\ last saved version | save as the following file formats: Png, Jpg, Bmp
Opens the eZ File. — Browse Files Ctrl+R -
\\ Browser Window | S ECF :M i e 4 To Clipboard
(o \ q Xpo arkup as .
Print the Current_»Print . . Ctrl+P i 2 ) To Png File
. Document ) | To Joa Eile
Recent Files K Saves only the Markup P9 .
Objects in a .cgm file To Bmp File

Exits the eZ r» Exit

Program

\

OPENS RECENT FILES FLYOUT

. g Allows you to Select a
C:\shows\edit_markup.ez | fiename from a list of

C:\mydocuments\pic_8.jpg| _ Recently Viewed
o Documents. Selecting

D:\public\sam\broc.pdf a Document from the

\proi list will Open that
‘\C.\prOJects\wpm\450.doc S ggcurﬁ’g‘t =
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Edit

SECTION |

e N
'Modify an Existing Markup Object |

Edit Object <

Select Object <
Raise/Lower Object <«

7‘\Modify an Object by Clicking on the object/\

N

Delete Selected DEL <«

\ Move the Object to the Front or Back \
- -

/

e ™

Clear <

i Delete All Selected Markup Objects \

e ™~

| Clears all Markup Objects |

N e

[ CONFERENCE MENU_

-

Conference |

-

~ Starta Conference — Start

~

‘/Join a Conference over | f A
\ your Local Network }-» Join via Local network

Leave 4—_‘ Exit the Conference ‘

‘\ Open eZnetwork Login )—P Login to eZnetwork

Change eZnetwork Password 41{ Change Password \

4 N\
~ Join a Conference ‘

Join via eZnetwork <«——— ' over the eZnetwork

\ /

A\

J

J

Ve

 See the Member of L_> Show Members . . .

P

a Conference )
Pointer <

( Transfer Files to )
Other Members of —» Transfer File
the Conference )

( Toggle your Pointer ‘
‘\ On and Off )

<« Opens Your Chat

Window

Chat. ..
' Savethe Contents — Export Chat Log . . .
‘ of the Chat Window ‘
in a File

28
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|

N

/ ‘
Opens the Document

Browser Window Presentation ‘

(insort a Filo 1 Y Browse . Ctrl+B

| " Computer into the ‘ OPENS INSERT SNAPSHOT FLYOUT
Presentation \Insert File . Ctrl+ Inserts the Entire

‘ Insert a Whiteboard Insert Whlteboar q Entire Screen<————  Screen
__into the Presentation | Boxed Area<«———— Inserts a Boxed
nsert Snapshot > Area

“/ Select a source to get
the file from

Selected Application<—

Inserts a Selected

L; Application

Inserts the
Current Document

Current Document «_

Select Source . . .
/,‘—»Acquire Image . .. \
Deletes Current

N \ J
. Section of Document /J—V Delete Section

OPENS MOVE SECTION FLYOUT

Moves the file up in the
‘ HExport Section . . .

‘ Acquire the file from
. the selected source

U p -— presentation.
Moves the file down in the

Down < presentation.

N

"\

v’ Software
Open GL
v' PDF Antialias

l7{ Set rendering mode ‘

S

Tools

Rendering " Invoke dialog for Markup
n Properties ‘
Options Set Markup Defaults 4——5 2

vSound < J Turn Sound On/Off ‘

v’ Advanced Toolbars«—————  Tum Advanced Toolbars \‘
AutoCAD 2004 2005 Reader| On/oft
Arris PLT/HPG Reader
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SECTION |

U

[Redisplay the Current Screen]

ZOOM FLYOUT MENU
/ 7{ Zoom In / Out

Dynamic Zoom<——_up (m) down (out)

Zoom Window 4——{

Zoom into a
specified area

Return Image to
default size

El'urn On the Navigator Windovﬂ

View ‘
Zoom
Pan
Refresh View

Navigator View . . .
Layers

F5

|

Add Named View . . .
Save View
Recall View

Toolbars

=

Zoom In < _— }
Zoom Out/ _[ Zoom In / Out by ]
using the mouse
Reset 1:1 View «— L ]
Fit Page «— ]

Fit Width 4——[ Image is made as }
wide as the Window j

Entlre Image fits
Window

\
PAN FLYOUT MENU

(Pan the document}

in any direction

Pan <
. Pan the document
Pan Horizontal < horizontally only }

Pan Vertical < Pan the document
vertically only

LAYERS FLYOUT MENU

—
—

Show All Layers
of a CAD Drawing

Hide All Layers of
a CAD Drawing )

Show All
Hide All

Name the Current View
(Named views are saved as
part of the .eZ document)

(

v Standard
v’ Orientation
v’ Pagination
v Markup

Select a Toolbar
to Toggle it On
or Off

TOOLBARS FLYOUT MENU

SAVE/RECALL FLYOUT MENU

Click a View # to
Temporarily Save

the View, or to
Recall a Saved
View
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Window
Cascade < Cascade Open Documents
Show All Documents Side- . .
by-Side Horizontally —> Tile Horizontal Show Al D s
i i P ow ocuments Side-
Line Up Minimized Tile Vertical < by-Side Vertically
—» Arrange lcons

Documents

] ] Select from this List of
- —
1 whiteboard.ez : whiteboard < Open Documents to Bring

2 flowers.ez : gardenia that Document to the Front.

APPLICATIONS MENU

Applications ‘

\J Launch eZdesktop sharing \

Share Desktop < \ Y,
Jein Deedep < ] Join an eZ shared desktop ‘

/

.

e ™
Launch the eZmessenger Launch eZmessenger
)

L application

| HELP MENU |

Help ‘
eZ help < : \
Open the eZ Help Guide
J
4 . Online Leammg Center < Go to the eZ Learning Center
Go to eZ’'s website waw.eZmeeting.com . on the Web )
Ve ™
Authorize eZ < Open the Authorization and
Registration Dialog
Configure eZ for use offine  — Configure for offline b -
. AbouteZ < { Learn more about eZ
Send a DiagnostictoeZ ~ — Sand 3 Diagnostic

N
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e/ desktop

SECTION Il
©Z] | Share Desktop
To start an eZdesktop session, on the eZlaunchpad select the Share Desktop option. This will
open the Share Desktop Dialogue box allowing you to select the Shared Desktop Area.
Share Desktop Overview EESsmms =101%
Password Fesie _ R
You are required to choose a password, in order et b il i
to start a desktop sharing session. - ¥ }
Full Desktop: Gives others permission-based bt
access to everything on your computer. {# Full Desktop ]
Window: Gives others permission-based © Window | 1

access to the selected application only.  Rectangular Area

Rectangular Area: Gives others permission-
based access to only a designated portion of
your screen. You determine the size and

placement of the visible area by positioning a
rectangle on the screen.

™ Allaw others ta control my desktog. ]

Desktop Control Check the box next to
“Allow others to control my desktop” if you
wish to give others control of your keyboard

Advanced Settings I
I Share Dashctop || Cancal |

and mouse.

Closing or minimizing the application that you are sharing

Sharing a Window

To share an application window, click and drag the target icon to the window you wish to share. Closing
or minimizing the selected window will automatically disconnect anyone who has joined your desktop.

4 0 Paricwied
i - G B D M 5 - m iy h."

w g By ’
e Y L T 1 |******

[ s e Apnw (e e g e 8

—_

Enter Heebng Pazseord | requined |-

== Shared Daskbzp Araa

Daskrep Santrol
[T sliow others o congrol my deskton.

uuuuuuu

Advanoed Settings

Ghare Desktnop Caneced |

will disconnect anyone who has joined your desktop.
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Sharing a Rectangular Area

To share a rectangular area, click and drag the reclangle 1o the desired size and position.

i s MY EEE - Eage

: . : Famth 5 _..u_:ﬂ

74 Share Desktop 8 =10 %)

Enter Meeting Password (required):

N iy S g B Py e Hana Fug

T [iwsmn Gesing Eler B b
e vt Tow | J % d %k
Yol archdurts b Expeean r1r L=m
T A hfats b Enpeas 1 Dt Flaagand 84

#F dpchdai L Ergesin fick ‘Fraumimg, b

“H deerrarry i Frpesan S b St A, — Shared Deskbap Arss
Timbl e L fsErng b hneen Sy wrfn
Timbll Galn (L Howioop hichincis  (Bic Haarioag I Full Desktop

[

—Deskbop Conbrod
I™ Allow others to control my desktop.

=L T T T T T BT T

e Failivad fak
B vl e ol 1L dnd Py Rk 1 i

Advanced Eel.'tings-l

Share Deskiop | Cancel I

SECTION Il

Closing/Ending the eZdesktop session

To close/end the current desktop session, locate the eZdesktop Icon in your task bar and select it. This
will open the eZdesktop- currently sharing desktop dialogue box, here you will select the Stop Sharing
button and all members will be disconnected from your eZdesktop session.

stk T Q[T O 8 T Corsbied 12 - [2:1pr | e lnchpsd ifeZdesktop- currently Y T
.

F'4 eZdesktop- currently sharing desktop

@@ Continue Sharing
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EZdesktop SECTION Il

Join Desktop Overview

Join Desktop

To join an eZdesktop session, on the eZlaunchpad select the Join Desktop option. This will open the Join
Desktop Dialogue box allowing you to select the eZnetwork ID to join. Enter the eZnetwork ID then select
Join Desktop. Enter the meeting password and select Join Desktop.

T E
Enter eZnetwork ID to join: : —
Desktop

[ompeskaon —— | X
|.'.|u-hn ﬂ
Enter meeting passward:
Join Desktop Cancal I [#awnuns =|
Join Desktop Cancel |

Joined Zdesktop session- Entire Screen Shared

Your desktop resides behind the
shared desktop you have joined.

The desktop you have joined
appears in the front of your
desktop. Depending on whether
the sharer has chosen to share
the Entire Screen, a Window or a
Rectangular Area, you may see
all or only part of their desktop.

If the sharer chose to give you
control of their desktop, you will
be able to control their mouse
and keyboard as if you were
sitting at their PC.

To end the desktop session select
the eZdesktop button in your task
bar and select Stop Sharing.

*-. - '\:l'-.- - 1 : -: B =-. -
e R p—m— e [FEREl R ET) s———— -
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Joined Zdesktop session- Window Shared

p— — Your desktop resides behind the
shared desktop you have joined.

The desktop you have joined
appears in the front of your
desktop. Depending on whether
the sharer has chosen to share
the Entire Screen, a Window or a
Rectangular Area, you may see
all or only part of their desktop.

If the sharer has chose to give
you control of their desktop, you
will be able to control their
mouse and keyboard as if you
were sitting at their PC.

: - L el To end the desktop session select
I L = [TAn IQ=[ el deskrep- currently o

the eZdesktop button in your task
bar and select Stop Sharing.

Joined Zdesktop session- Rectangular Area Shared

Your desktop resides behind the
shared desktop you have joined.

The desktop you have joined
appears in the front of your
desktop. Depending on whether
the sharer has chosen to share
the Entire Screen, a Window or a
Rectangular Area, you may see
all or only part of their desktop.

If the sharer has chose to give
you control of their desktop, you
will be able to control their
mouse and keyboard as if you
were sitting at their PC.

To end the desktop session select
the eZdesktop button in your task

— bar and select Stop Sharing.




e/ messenger

eZmessenger

SE

Select the Show Contacts button on your eZlaunchpad.

@ eZmessenger

The eZlaunchpad allows you to quickly and easily

CTION 1ll

connect with all of your contacts. Selecting the Show
Contacts button on your eZlaunchpad will open your

eZmessenger window. Here you will see your
contacts and their availability for instant messaging

Instant Messaging Overview

To begin an instant messaging session, double-click the name of the contact you with which you wish
to start the session. This will open the dialogue window,

% eZmessenger - jane El=]E

efmessenger Tools Help
rOERAP
Group
Available -+
Away -
Extended Away -

Do Not Disturb -

efmesse

{ { avaiavle | |
<:IEEZIWEE.

Your eZmessenger Status

lﬂ.juhn

Type message here

eZmessenger

eZmessenger Tools

View
Online / All

|
:Q
e

Contact

Join Toggle
Conference Expanded Mode

| I
BaP
Search
for Contacts

roga

messenger

nger - jane
Toocls Help
john - Chat |

<john>

{l<jane> How is the report coming?

{«=john= I"ve run into some problems

{l=jane> What kind of problems?

! =john> Mothing major. Just some caloulating errors.
{l«jane> Do you think you'll have something for me to

look at tomorrow morning?

{=john> Yes
{|<jane> Let's eZ om it tomorrow.

& press Enter to send™® Sounds good.
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Add a Contact

&

# eZmessenger - jane

eZmessenger Tools

G »

Help

- eZne\
john

martha
tom

scott

Ll ol

(Add Contact

eZnetwork |D: | jeff

i New Roster Group

ENter mew group name:
Croup: ]M',.- Work Group

ey Wiark Growp

Hickname: |

0K

[l Camcel

SECTION [

To Add a Contact, select the Add Contact Icon from the Main Toolbar. In the Add Contact dialogue box,
enter the eZnetwork ID, Group the contact will be added to and the contact’s Nickname. Select OK,
when done. You can add a new Group by selecting the link under Nickname.

Join Conference Room

tha Main Menu.

#: eZmessenger - jane

eZmess e Tools
O

Help

- elnet

'i john
i martha

i Loirm

a sColt

-0 x

Room Name: |Te5ting Foom

Mickmame: [jane

Ta Join a Conference Room, selact the Jain Conference lcon on the main taalbar. In the Jain Room
dialegue box, enter the Room Mame to join, your Nickname and the conferance room password. (if

a password was sel) You can also Join a Conferance by selecting Join Confarance, undsar
almassengar an



‘e/ messenger

@,

Search for Contacts

SECTION il

To Search for Contacts, select the icon on the Main Menu. In the Search dialogue box, enter as much
information as possible. Then select the Search button. If the contact is located, you will be prompted

to select which group to add the contact. Then select the Add Contact button.

% eZmessenger - jane
eZmesseng Tools

Help

o+ I

&

efmessenger - jane

7 aZmessenger Tools Help
- elnet -
. O A
i- john messenger  Search
i rartha
i‘ Fill in the search criteria
tam
'i scatl |”"“""E
First Marme:
|Judr
Last Mame:
||:-.:.e
Mickname:
Email Address:

| JudydaeiEwark. cam

Search t Close

eZmessenger Menu

F9 L Change your current availability status

- eZmessenger
Sign On/Off
View
Clear all events in Event Window. Clear Events Ctrl+Del
Send an Instant Message —  Send Message F5
Start Chat F6
Opens Join Conference dialogue— Join a Conference F7
Exit Ctrl+Q

v’ Show Toolbar

Turn on/off toolbar

Expand window

Expanded Mode

Events Window Turn on/off window

Delete All Selected Markup Objects

Close the eZmessenger application
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Tools Menu

Add a new contact to list

Search for contact by name, etc.

View a contact’s properties

m|

Cantacts
Presence

Edit your

personal profile —= Edit Profilae

Lookup a
contacts profile

L Lookup Profile

SECTION Il

Set eZmessenger
preferences

Preferences...

g Add Contact Cirl+M 5 I i -
remave Contact “# emove existing contact from lis
b= Search for a Contact Crrl+F
Contact's Message History  Crrl+H4- View a contact’s message history
— Contact Properies F10
Show online contacts only in list
Shaw Only Online FA-4 - o U
Add Group Add a new group to contacts
Your Status Options
Auwvay Ctrl+A,
§ Cnline Colg | || Lumeh Ll
Meeting Carl+M
Bank
ﬁ. Away
| Xtended Away

Create a custom away status

Change your availability

@, Do Not Disturb

—= {ustom

w 10OJgle

Contacts Pop-up Menus

% eZmessenger - jane Bl=) b

eZmessenger Tools Help
O
- eZnet

tom
£l scott
Right-Click
CTEEDY
%Zmn % :ﬁl/able

' Xtended Away
39 @, Do Not Disturb

"i martha Right-Click

Chat...

Message...

Send File...

Invite to Conference
Send Contact To...

Client Info r"

""""'-.i Extended Away

Sleeping
Ctri+T \

Cone Home
Gone to Work

Busy
Working
Mad

Version Request
Time Request
Last Activity

Presence h\
Rename...
History

\ Send Available

Send Invisible

Block

Remove Del

Subscribe
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SECTION lll
Message Pop-up Menu
Click Emoticon to insert
e Do dtemns
| eZmessenger-jane T -4
eZmessenger  Toals  Help " = e ‘ ‘ J 5 ﬁ .|'
T R L9 adw *
messenger  john - Chat | BEEETEALE"
; jnhn <john= / Cut . -
IEI. <janes How is the repom comighg? Eﬂw j oy 9 -.- ! E = m E
joekine e nen into '.m'-';n prgtied Pacte :‘-1_"l5" '._:i rr::, "T' ] @' *g EI iy G
janes What kind of prablenlis?

johin= Mothing major. Ju
<janes Do you think you
look. &t LOmeornov

jobin= ¥es
<lanie Lar's &F ol

Ctrl+E

seunds good.  Right-Click

Settin g Preferences Complete List of eZmessenger Preferences /

w
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S==

% eZmessenger Preferences

Roster
Keywords
ﬁ = System Options
| Srstem | Run eZmessenger when windows starts e
a Start in Expanded Mode sl
Subscriptions
Roster %" Start minimized to the system tray

w Only allow a single instance of eZmessenger

w Check for updates automatically Check Now

eZmessenger language file to use:

English (American) -

Scan for language catalogs

OK | Cancel Apply

F 4

Click Apply, and your changes will take effect immediately.
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