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Welcome

Welcome to the UC App

Supercharge your voice and video collaboration ex-
perience

Our UC app has been completely redesigned and rebuilt from the ground up to provide a nextgen
user experience with voice, video, personal and team messaging, visual voicemail, enhanced meet-
ings, and much more.

Superior Collaboration Tools

In today's fast-paced corporate world, teamwork is the key to success. Our UC app includes a
number of new collaboration features which allow you to collaborate effortlessly regardless of your
location. From real-time whiteboarding sessions and screen sharing across desktop and mobile,
the expanded collaboration capabilities enable you to effortlessly connect, share, and innovate for a
more productive and efficient work environment.

F02-555-0156
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System Requirements
UC apps are supported on the following OS and devices.
Win- Windows 10, Windows 11. Only Pro and Enterprise versions are supported.

dows
Mac macOS 13 (Ventura), macOS 14 (Sonoma), macOS 15.1 (Sequoia).

i0S iPhones running i0OS 16, i0S 17,10S 18, or i0OS 26. No iPad or iPod are supported.

Android  Certain Android phones* running Android 13, 14, 15, or 16. No tablets, Google Pixel

Fold series, or Chromebooks™ are supported. ,
* Samsung Galaxy S series and A series, as well as Google Pixel 5 and newer.

A Emergency Calls Warning
The Cymbus app on iOS and Android is not intended or designed for placing or supporting calls to emer-
gency service or calls for the purpose of obtaining assistance, help, or aid in the event of an emergency.
The Cymbus app on iOS and Android will redirect emergency calls to the native cellular dialer when
possible on a basis of best reasonable commercial efforts. However, this functionality is also dependent
on the operating system of the mobile device, which is outside of our control and is subject to change at
any time.

y’ VoIP Over Mobile and Cellular Data Notice
Some mobile network operators may prohibit or restrict the use of VolP functionality over their network
and may also impose additional fees or other charges in connection with VolP use. Cymbus will not be held
liable for any charges, fees, or liability imposed by your carrier for use of VolP over mobile and cellular data.
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Supported Headsets

Various headsets can be used for Cymbus calls and meetings, including:

Jabra Evolve

Poly

Welcome

Apple AirPods (2nd generation and newer), AirPods Pro, AirPods Max

Integrated call control is supported using certain Jabra headsets. No additional software required,

including Jabra Direct. See Call Control using Headsets.

Navigate the App

Use the app on up to 10 devices simultaneously and access the same information across all de-

vices.
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The navigation tabs appear on the left of the app screen on a desktop computer.

. Create New. Quick access to create a new message, start a meeting on your

bridge (Meet Now), or schedule a new meeting.
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Welcome

L1 Chat
(0 Meeting

LM [5] Schedule Meeting

i Dialpad. Place a call and manage shortcuts for frequently used phone numbers, star
codes, and URLs.

+ &1 Chat. Exchange messages with company contacts.
+ 1 Meetings. Host and join meetings with anyone.

+ i, Calls. View the history of calls made or missed on all devices connected to the BCC ser-
vice. Access voicemail from here.

« [2} Contacts. Access company contacts and personal contacts you added to the app.

* Your Initials. Access Settings, set a custom status, and sign out of the app. Under Settings,
switch between light and dark theme, test audio without making a call, and more.

0 Unread Notification Badge

- A red dot on a navigation tab indicates a new missed call, message or voicemail. See App Notifications for
details.
Mobile

On a mobile device, the navigation tabs are located at the bottom of the screen, and your initials
appear in the top left corner.

The i Dialpad can be accessed from the ", Calls or [z} Contacts tab.

p‘ Keep Running in Background
We recommend keeping the app running in the background, so the app can continue to receive calls and
messages as they come in. On a mobile device, the app uses your cellular data if it's not connected to Wi-Fi.
To stop the app from running, select your initials, then tap Sign out.

Language in the UC App

Experience the app in English, Canadian French, or Spanish. By default, the app uses the device's
system language for app screens and meeting audio prompts. To change the app language, select
your initials > Settings > Language.
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Welcome

Voicemail Language
The app language does not apply to your voicemail box. To change your voicemail language setting,

contact your account admin.

The Welcome to Cymbus Meeting page uses the browser's default language. To change the
language, use the menu on the top right.

=cymbus Enghan us - |

System delaull

Welcome to ("""~

Spanish (Moxica)

Don't have the Cymbus desktop app installed?
Join from your browser =]

Download Cymbus deskiop app %

Privacy Terms of Service

Some elements are in English only, including:

Desktop installers, which are the screens that an end user sees while installing the UC app on
their computer.

Meetings PSTN dial-in audio prompts, which are the audio that an end user hears when join-
ing a meeting by dialing a phone number instead of using the app.

Add-ons for Google Calendar and Outlook.

App Notifications

The app notifies you of items that require your attention, such as:

+ Calls: Incoming calls, missed calls, unread voicemails.

+ Chat: New direct messages, new channel messages, mentions. You can customize each
channel for tailored alerts.

214 Jefferson St. | Suite 200 | Lafayette, LA 70501 | LFTfiber.com
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Welcome

. Meetings: New meetings, meeting changes, cancellations, and reminders such as starting
soon.

For such occasions, the app plays a ringtone, vibrates your mobile phone, and displays a notifica-
tion toast and a badge. If you are logged in to the app from multiple devices, all devices notify you
of the same event. The app follows your operating system's (OS) notification settings. You can
customize how you want to be notified by changing OS settings on each device. For example, you
can turn off all notifications on a mobile phone if you mainly use a desktop computer for all com-
munications. Every OS is different, but it's usually under Settings > Notifications.
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Calls

Calls

After logging in to the app, you are ready to make and receive calls on the same extension and/or
phone number on Business Cloud Communications.

To test your headset and speaker without making an actual call on a desktop computer, select your
initials > Settings > Audio & Video.

Call Recording Permission
If asked for permission to record a call, answer Yes, even if you do not intend to record calls. It's really
asking to access your microphone for making calls, not necessarily for recording.

Answer a Call

Incoming calls to your number will ring to all your devices. The app plays a ringtone, vibrates a
mobile phone, and displays a call screen, following the device's notification settings. See App
Notifications for more information.

When a call is answered or declined on one device, the other devices stop ringing. The declined call
then follows the Busy call handling behavior set in the Voice Portal.

Place a Call

Place a voice call in multiple ways:

Using the Dialpad

Select i Dialpad on the left bar of the desktop app. On the mobile app, go to the %, Calls tab and
select i Dialpad on the bottom right corner.

+ Search. Use the keyboard to type a name or number. As you type, the app will display
matching contacts. Select a contact from the list to dial.

« Dial. Enter a number using the on-screen or keyboard number pad, then click € Call.

« Redial. Click € Call to bring up the most recent call made on this device. Then click & Call
again.

Looking for Speed Dials?
- Create shortcuts to speed dial frequently used phone numbers and star codes. See Shortcuts to learn
more.

214 Jefferson St. | Suite 200 | Lafayette, LA 70501 | LFTfiber.com
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Calls

Using Call History

Go to the %, Calls tab to view the Call History. There are two lists: Recent and Missed. The Recent
list shows all calls made, received and missed.

To call someone, select either the Recent or Missed list, and then select the entry to call the
person.

Y call History Entry on Mobile App

On the mobile app, tapping on the entry makes a call. To see details of the call, tap Info next to the entry.

Using Contact Cards

In the desktop app, a contact card appears when you hover over the contact's name or their initials
anywhere in the app. This is a great way to start a conversation in any form.

Rose Tyter

Rose Tyler
041 555 -8374

[ ]
CoChat L Call D Mest v

Kipat Now

Schegulg Menling

During an Active Call

Use the call screen to mute your voice, add a second call, place the call on hold, and more.
Clara Oswald
D34

] =~ <

*  Mute your voice so the remote party can't hear you.

[ 1
.

Use Dialpad to follow voice prompts such as "Press 0 to speak to an agent.”

214 Jefferson St. | Suite 200 | Lafayette, LA 70501 | LFTfiber.com
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Calls

« Audio or Speaker lets you change the speaker for the call. On the desktop app, microphone
can also be changed.

+ Add places a second call. The first call will be on hold until the second call is ended or
merged into a three-way call. To flip between the active calls, select Swap.

Hold places the call on hold. The remote party hears music if configured on BCC.

*  More > Transfer to... performs a blind transfer.

Navigate Away from the Call Screen

Navigate away from the call screen while on an active call.

On the desktop app, click the minimize button in the top right corner to collapse the call screen. To
return to the call screen, bring the app to the foreground and click the green highlighted area.

Clara Oswald
Click to return to call 00:13

On the mobile app, tap the green bar at the top of the device screen to return to the active call.

% Touch to return to Cymbus

E0C0

ymbus Calendar Settings

Call Transfer & Merge

You can transfer an active call to someone else.

Attended Transfer

Use an attended transfer when you want to talk to the person you're transferring the call to. The
recipient will see your caller ID on the call.

1. While on call, select Add on the call screen.
2. Type a name or a number of the contact you want to transfer the call to.

3. When the call is answered, speak to the person to inform them of the transfer.

214 Jefferson St. | Suite 200 | Lafayette, LA 70501 | LFTfiber.com
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Calls

1.  When you've finished speaking, select More > Transfer to [Original Caller]. The call ends
automatically for you.

Blind Transfer

Use a blind transfer if you don't need to talk to the person the call is being transferred to. The
recipient will see the call as if it is coming from the original caller.

1. While on call, select More > Transfer to... on the call screen. The current call is placed on
hold.

2. Type a name or number of the contact you want to transfer the call to. The call ends auto-
matically for you.

Merge Calls
When you have an active call, you can bring a third person to the call.
1. While on call, select Add on the call screen.
2. Type a name or number of the contact you want to add to the conversation.

3. When you have two calls established, select More > Merge. You are in a call with two other
people. If you end the three-way call, both remote parties are disconnected.

I Merge
%2 Transfer to 1(801) 555-5580

2 Transfer to...

214 Jefferson St. | Suite 200 | Lafayette, LA 70501 | LFTfiber.com
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Calls

e Clara Oswald 00:1M

« # @

Mute Dialpad Audio
[ ]
i/ | :

j’ Cannot Split Merged Calls

Once calls are merged into a three-way call, you cannot split them back into separate calls. Instead, end the
three-way call, then place an individual call if necessary.

Call Blocking

From within the Cymbus app, you can block a phone number that is 7 digits or longer so that you
won't receive future calls. Callers will hear a busy signal. The numbers you blocked using the app
will be added to your custom screening rules. You can view them under the Call Screening section
in your User Voice Portal or right within the app.

Each user can block up to 200 numbers. Phone numbers shorter than 7 digits, such as an
extension, cannot be blocked using the app.

214 Jefferson St. | Suite 200 | Lafayette, LA 70501 | LFTfiber.com
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Calls

Block a Phone Number

Block a phone number to stop receiving future calls.

From Call History

1. Go to the %, Calls tab and select the number you want to block.

2. Select : More then Block Caller.
From Contacts

1. Go to the Contacts tab and select the contact to block.

2. On the desktop app, hover over the number to reveal the Block icon, then click the icon.
On the mobile app, long-press the phone number and select [z Block Number. Do not
tap, which dials the number.

@ David Jones % E
¥ Inbﬁur\.ﬂl el

& Block Caller
Alexan

oy £

Desktop Mobile

@

Dana Schuitz

r Favoritn # EaRt

Croml 8553318

004 528 1m 5 -1{_:: =

[B04) 555-1211 Long-press

&y cal

& Block Numbar
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Calls

Unblock a Phone Number

From Call History

1. Go to the " Calls tab and select the number you previously blocked. The call history list
indicates blocked calls with an icon and a red text.

2. Select More then Unblock Caller.

From Contacts

1. Goto the Contacts tab and select the contact associated with the blocked number.

2. Onthe desktop app, click the red Blocked icon to unblock. Do not click the red phone num-
ber, which dials the number.On the mobile app, long-press the red Blocked icon and select
¢ Unblock Number.

View and Manage Blocked Numbers in App
See a list of blocked numbers without logging in to the User Voice Portal.

1. Inthe Cymbus app, select your initials then go to [ Settings > Phone > Blocked Numbers.
The app displays a list of blocked phone numbers on your BCC account.

2. Click + to enter a phone number to block. Or click Unblock to start receiving a call from the
number again.

Calls + David Jones Blocked

(604) 555-1234
Recent Missed Vaicemail

¥ Inbound call (2 Min 25 Sec)

@ David Jones & 08/01/24 Thu, Aug 01, 2024 | 10:42 AM
¥ [nbound call

50’.1-""95 ¢ Blocked Mumbees
) ! [T,
= ) o -
O Thews
Voicemail

Access both new and saved voicemail messages within the app. When someone leaves a new
message for you, the app sends a notification and displays a small red number on the “= Calls tab.
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Calls

To access the voicemail messages, go to the i, Calls tab and select the Voicemail list. Each
voicemail message is listed with the caller ID or phone number, date and time, and length of the
message.

Calls + Rose Tyler Ry, OB

Ext. 7514
Recent  Missed  Voicemail €

2 VYoicemail (15 Sec)

Clara Oswald
‘t:'.i 11:26 am () Mon, Jun 17, 2024 | 11:01 AM

00:40
> o 0:00 / 0:15 +
@ Rose Tyler 1no1am @ =
00:15
. Play. To listen to a message, select [ Play.

« Save. To download the voicemail on the desktop app, select a message then select + Down-
load. On the mobile app, select Share > Save to a desired location.

* Delete. To delete a message on the desktop app, hover over the call entry in the list, and se-
lect More > Delete. On the mobile app, select Delete.

Mark Voicemail as Read or Unread

When marking it as read, the voicemail will stay displayed under Voicemail in the app. When mark-
ing it as unread, a red voicemail icon reappears for the specific message, indicating you need to
come back to it.

To mark a voicemail as read on the desktop app, hover over the call entry, and click More > Mark as
read. On the mobile app, swipe left on the call entry, then tap More > Mark as read.

Change Greetings

Change your voicemail greetings in various ways:

Go to the ' Calls tab and select the & Greetings icon on desktop or the @2Voicemail icon in
top right corner of the mobile app. If prompted, enter your PIN to access the voicemail box.

Rose Tyler >
@ 00:15 @ %

) Mark as read

[0 Delete

19
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Calls

Use the app's dialpad and dial the Voicemail Management star code. If prompted, enter your
PIN to access the voicemail box.

Log in to the Voice Portal to access your messages online.

Emergency Calling (911)

The Cymbus app handles emergency calls differently depending on the operating system of your
device.

Desktop (Windows and Mac)

Calls to 911 or other emergency services can be dialed from the Cymbus desktop app connected to
your voice service. Upon logging in to the app, you will be asked to make sure that the emergency
location registered in your Voice Portal is accurate.

To update your emergency location, click Update, then log in to the Voice Portal and update
your emergency location.

If you don't need to make any changes, click to close the dialog.

A Power Outage

If there is a power or internet outage, your desktop app may be unavailable to dial 911.

Mobile (i0S and Android)

The Cymbus mobile app does not call 911 or other emergency services; it redirects such calls to
the native cellular dialer when possible. You must have a SIM or eSIM activated on their mobile
phone in order to place an emergency call.

When you place an emergency call in the mobile app, the native dialer opens with the emergency
phone number populated, and waits for you to initiate the call. After the emergency call ends, the
Call History in the Cymbus app shows that an emergency call was made from the mobile app, but
the actual emergency call was placed using your cellular service.

A Emergency Calls Warning
The Cymbus app on iOS and Android is not intended or designed for placing or supporting calls to emer-
gency service or calls for the purpose of obtaining assistance, help, or aid in the event of an emergency.
The Cymbus app on iOS and Android will redirect emergency calls to the native cellular dialer when
possible on a basis of best reasonable commercial efforts. However, this functionality is also dependent
on the operating system of the mobile device, which is outside of our control and is subject to change at
any time.

214 Jefferson St. | Suite 200 | Lafayette, LA 70501 | LFTfiber.com
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Shortcuts

Calls

Shortcuts offer one-click access to frequently used actions, including:

. Speed dials. Place or transfer a call to a specific phone number or extension, such as the
receptionist or your favorite cafe, so you don't have to look it up every time.

« Star codes. Let the app remember the star codes for features you use the most, such as Do

Not Disturb, Call Recording, Group Log In/Out, and more.

* URLs. Open important webpages in your default browser while on a call. Quickly access an
intake form, timesheet, CRM, and more, without searching your bookmarks for the right link.

Shortcuts are accessible from the dialpad and can be used anytime, including during an active call.

Examples

Here are a few examples of how shortcuts can be used.

R On call star code
Call park retrieval
Call park 100

{ Intake Form

My Direct Mumber

Autornatically open shortcut
drawer.

«©

ABC

GHI JEL

PQRS TUY
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DEF

MHD

WXYZ
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Calls

Star Codes Disclaimer
Star codes are customized for each account. Contact your account admin for a list of available star codes.

Example 1: Speed Dial and Transfer

Instead of manually searching for the right extension each time, create shortcuts for numbers you
use often. For example, if you regularly call the receptionist, create a shortcut with their extension.
Then, whenever you need to reach the receptionist, simply select the shortcut to start the call.

To transfer an active call using a shortcut:

1. On the call screen, select More > Transfer to....
2. Select the shortcut for the receptionist.

3. Select Dial the number to complete the transfer.

Example 2: Group Log In/Out

If you log in to a call group at the start of your shift, simplify the process with a shortcut. Suppose
your star code for Group Log In/Out is *89, and the group number is 153.

1. Create a shortcut with the star code and the group number, such as *89153.
2. When your shift begins, open the app and use the shortcut. The app will dial the code.
3. Follow the audio prompts to log in.

At the end of your shift, use the same shortcut and follow the prompts to log out.

Example 3: Call Recording

Does your account and license support call recording? Depending on the settings, there are four
possible actions to manage recordings: start, stop, pause, and resume — which is a lot to remem-
ber. Use shortcuts to simplify the process.

1. Ask your account admin for the call recording star codes to use.If automatic recording is
enabled, you may only need the Pause and Resume star codes. If recording is optional, the
Start and Stop star codes are required, but Pause and Resume may be optional.

2. Create a shortcut for each call recording action.

3. During a call, use the shortcuts to manage the recording. To stop the recording, use the Stop
Recording shortcut or end the call.

214 Jefferson St. | Suite 200 | Lafayette, LA 70501 | LFTfiber.com
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Calls

Example 4: Call Park

Call Park combines the elements of transferring a call and placing it on hold. Rather than asking
a caller to call back later or sending them to voicemail, the user can transfer the call to a virtual
parking spot where the caller will remain on hold until the called party is available.

1. Ask your account admin for the call park star codes and the parking spot to use.

2. Create two shortcuts per spot: one to park a call in a specific spot and another to retrieve it
from that spot.For example, if the call park star code is *62 and the spot to use is 100, enter
*62100 for the call park shortcut. Similarly, enter *66100 to retrieve it from the spot.

3. During a call, use the shortcut to transfer the active call to a parking spot.

On the call screen, select More > Transfer to....
Select the shortcut for parking it at the spot.

Select Dial the number to complete the transfer. The call is parked at the spot.

4. Since the app has no visual indicator that a parking spot is in use, communicate to the appro-
priate colleague(s) that a call is parked in the spot. Make sure to include the spot number so
they can retrieve it.

Create a Shortcut
Up to 15 shortcuts can be saved on each device.

1. Open the shortcut drawer:

Desktop: On the left, select i Dialpad. The shortcut drawer appears on the left side of
the dialpad.

Mobile: Go to the %, Calls tab and select : Dialpad on the bottom right. Then select
the + Shortcut icon on the top right corner.

2. Select Create Shortcut.

3. Enter aname, such as front desk or timesheet, to identify the shortcut. Keep it under 20 char-
acters.

4. Select an action and configure the shortcut:

« Dial phone number: Enter the contact’'s name, phone number, or extension. If the entry
is in the contact lists, select the contact card when it comes up.

« Dial star code: Enter the complete star code, starting with *.

« Open URL: Enter the complete URL, starting with https:// or http://.

<

Select Create Shortcut to save. The shortcut is added to the bottom of the list.
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» Create Shortcuts on Each Device

Shortcuts are not synchronized between the Cymbus apps. Configure shortcuts on each device.

Move or Change a Shortcut

Organize the shortcut list by moving the most used shortcut to the top, or in the order that works
best.

1. Open the Dialpad and select Edit in the shortcut drawer.

2. To move the shortcut up or down in the list, drag the = icon and release it where desired.To
change the name or destination, select > Edit shortcut. Update the shortcut and select Save

Changes.

3. Select Done to go back to the shortcut drawer.

Delete a Shortcut

1. Open the Dialpad and select Edit in the shortcut drawer.
2. Totheright of the shortcut to delete, select > Delete.

3. Read the confirmation dialog and select Delete again.

Edit Done & New
= | Front Desk

= Dana's mohile & Edit shortcut

= Oncall star... -.ﬂ;' Delete

Call Control using Jabra Headsets

Using certain Jabra headsets on the Cymbus desktop app, you can control your active calls and
meetings directly from the headset controls instead of clicking the on-screen prompts. The LED
status light on the headset reflects the app call status, such as whether you're busy or receiving an
incoming call.

Supported call control functions include:

Answer or decline an incoming call

Mute and unmute
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Volume control

Hold and resume the call

Call waiting (Hold and Accept / Decline the second call)
Swap between two calls

End the call

+  Leave the meeting
The following are also supported if it's available to your headset.

Moving a microphone boom arm

Docking/undocking a headset from a docking station

> Note

Each headset has different buttons and actions. Refer to your headset documentation on how you use the
headset buttons for call control.

Supported Jabra Headsets

Call control is supported when headsets are connected to the desktop computer via USB or
Bluetooth. The following headsets have been tested but other Jabra headsets might work with the
desktop apps. No additional software required, such as Jabra Direct.

« Jabra Evolve? 30 SE
- Jabra Evolve2? 40 SE
- Jabra Evolve2? 65

+ Jabra Engage 75 SE

URL Launch on Calls (Desktop)

If you make many phone calls and also use a customer relationship management (CRM) system,
this web URL launch feature helps you work more efficiently. Instead of manually navigating CRM
every time you have a call, the Cymbus app can open the page you want in your default browser,
such as adding a new contact, or searching for a contact in your CRM.

When you place or receive a call from a phone number with 7 or more digits, the app opens the
pre-configured URL of your choice in your default browser. For incoming calls, the URL opens when
the call is established. For outgoing calls, the URL opens when a number is dialed (before the call is
answered).
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This feature is available only on the desktop apps, and works with the CRMs that support URLbased
commands, such as HubSpot and Zendesk. Before a call occurs, you must first log in to your CRM
using your default browser. Otherwise, you will see the CRM login screen instead of the URL you
configured.

Step 1: Configure a URL to Launch

The first step is to decide on what to launch. Log in to your CRM and navigate to the exact page
you want to launch when a Cymbus call occurs. A useful page to launch could be searching your
contact list, or creating a new contact in your CRM. Copy the URL to a text editor. This URL typically
includes a question mark (?) as well as some parameters. Use this URL as your base, and optionally
add some variables for a tighter integration.

Variables are special placeholders that can be used in the launch URL. The app replaces variables
with real information when launching the URL. Supported variables are:

{phoneNumber} — the phone number of the outgoing/incoming call.

« {firstName} — The first name of your Cymbus contacts. If the phone number is not in your Cymbus
contacts, this variable will be replaced with an empty string.

« {lastName} — The last name of your Cymbus contacts. If the phone number is not in your Cymbus
contacts, this variable will be replaced with an empty string.

Want to know more about variables?

Let's say you want to look up a phone number of an incoming call. Set this URL in your Desktop app under
the Inbound calls section. Note this URL has three variables.
https://www.google.com/search?g={phoneNumber}+{firstName}+{lastName}

When you receive a call, variables are replaced with the call information, and a Google page opens with

search results for the incoming phone number. Contact names will be appended if the phone number is
already saved in your Cymbus contacts. With this example, when you receive a call from Clara, the app

opens the following URL in the browser.

https://www.google.com/search?q=7785553580+Clara+Oswald

The URL and parameters vary depending on your CRM platform, so talk with the CRM admin in your orga-
nization or your CRM provider if you need any assistance. The URL cannot be over 300 characters. Here
are some examples to get started.

HubSpot
An example of searching a phone number in HubSpot contacts.
https://app.hubspot.com/contacts/<your-org-ID>/objects/0-1/views/all/list?query={phoneNumber}

Replace <your-org-ID> with the ID of your organization. Log in to your HubSpot, and check the URL in the
browser to find out vours.
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Zendesk

An example of searching Zendesk tickets with the customer name. This example assumes the
customer is saved in Cymbus as well as Zendesk using the same first and last name.

https://<your-subdomain>.zendesk.com/agent/search/1?qg={firstName}%20{lastName}

Replace <your-subdomain> with the subdomain of your organization.

Step 2: Enter the URL to the Cymbus App

Now that you have the URLs to launch, perform the following steps to enter the URLs in the
app. Note, the integration settings will not sync across Cymbus devices. For example, if you use
Windows and Mac, you need to configure the URLs on both.

1. Open the desktop app, and click Cymbus > Settings > Integrations.

2. Enable an event to launch a URL, and enter a URL in the field. You can enable only one event
or both.

To stop launching a URL, disable the event by clicking the toggle. The URL will remain saved in the
app so it is easier to enable again in the future.

Integrations

Web URL Launch Events
Launch a search in your desired CRM or ticketing system.

User Guide

Outbound calls [ @)

https://app.hubspot.com/contacts/39 8N objects/0-1/views/all/list?
query={phoneNumber}

Inbound calls
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Step 3: Log in to your CRM

Finally, ensure you are logged in to your CRM with your default browser so that the next time you
receive or place a call in Cymbus the URL you configured will open in the browser.
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Chat

Use the ™ Chat tab to exchange messages with the contacts on the Company list, either a 1:1 chat
via Direct Messages or a group conversation via Channels.

Search

The Search field on the ™ Chat tab filters direct messages and channels as you type.

* No message search
The app does not search the content of messages; it only searches contact names and channel names.

Send. On the desktop app, pressing Enter sends the message. To start a new line within a
message, press Shift + Enter. On the mobile app, tapping the Send < icon sends the mes-
sage. To start a new line within a message, tap the return key on the on-screen keyboard.

Copy. On the desktop app, you can copy part of a message or multiple messages. On the
mobile app, you can only copy the whole message, one by one.

Delete or Edit. Delete or edit a message within five minutes of sending. On the desktop app,
hover over the message and select More > Delete or Edit. On the mobile app, long-press the
message then select | Delete or Edit. The recipient will see (Message deleted) or (edited),
but they won't receive a notification for the edited message.

Mark Unread. Mark received messages as unread so you can come back to it later. On the
desktop app, hover over the message and select More > Mark Unread. On the mobile app,
long-press the message and select : Mark Unread. The next time you open the conver-
sation, the app jumps to the unread message and displays with the New indicator and an
updated badge.

Insert Emoji. Add an emoji in your message by selecting from the emoji list. An emoji can
also be added by typing a name such as :laughing:. To find an emoji name, select the smiley
face icon in the text field to open the emoji list, and hover over the emoji. The name appears
at the bottom.
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Mentions

Tag someone in a message to get their attention. Type @ and select a name by using the arrow
keys or the mouse. The mentioned person will be notified via a badge on the channel, and via a
notification if they've set to receive notifications for mentions. Type @channel to tag everyone in
the channel both online and offline.

When mentioning people, the app will show if each user is already in the channel. If they are not,
you have an option to add and mention the person with one click.

- @ Ava Mitchell Not in channel
: @ Benjamin Clark Not in channel
7 @channel Netify every member in this channel
: . Charlotte Rodriguez
@ Clara Oswald
[ © 4
Reactions

Respond to messages with emoji reactions.

Add a Reaction

1. Hover over (desktop) or long-press (mobile) the message you want to add a reaction to.

2. Select the smiley face icon to open the list.
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Thanks!
5
Add Reaction
Message General =

I.@

1. Use the icons to browse categories or the search field to find something specific. On the
mobile app, you can swipe up to expand the list, or swipe down to close it.

4. Select an emoji to add it to the message.

0 Remove a Reaction

- To remove a reaction you added, simply select the emoji again.

Emoji Skin Tone

On the desktop app only, you can set a skin tone. Open the emoji menu and click the circle on the
bottom right to select a skin tone.
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Q Search
Smileys & People
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Hide a Conversation

Too many conversations in Direct Messages? Hide the ones you don't need from the list. Hidden
conversations are not deleted or muted, and will reappear when you receive a new message from
that person. You can also find the conversation again by searching for the person's name.

1. Under Direct Messages, hover over the conversation to hide, and select : More. On the
mobile app, long-press the conversation.

2. Select Hide Conversation.
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Channels

Use a channel for a group conversation. All users are added to the General channel. Anyone can
create a channel both public and private. Anyone in your organization can join a public channel by
searching. On the other hand, private channels are invite-only and do not appear in search results
unless you are already part of it. Once a channel is created, it cannot be converted from public to
private, or vice versa.

Chat 4

Q) search

w» Channels -|—

B General

@ Private

Join a Channel

. Public Channel: To search for and join a public channel, use the Search field and scroll down
the list. You can view the most recent messages in a channel before joining. Once you join,
you will receive notifications on new messages and will be able to post a message in the
channel.

+ Private Channel: You automatically join a private channel when someone invites you to it.
Your app shows the private channel on the =2 Chat tab with a lock icon, and you receive noti-
fications on new messages in the channel.

If you no longer need to be part of a channel, leave a channel and it disappears from your Channels
list.
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Channel Notifications

If you have joined many channels, receiving a notification for every new message may be over-
whelming. For each channel you are part of, you can customize what messages you want to
be alerted for. Your channel preferences will be synced across all of your Cymbus devices.

For each channel, set the app to send notifications for:

. All Messages in a channel. This is the default.

+ Only @mentions. You'll receive a notification only when someone tags you in the channel or
tags @channel to get everyone's attention.

«  Off. No notifications at all for this channel, even when someone tags you.

Regardless of this preference, the channel name appears in bold to indicate it has unread messag-
es, and displays a notification badge to indicate the channel has mentions for you.

Channels +

Channel

Channel with mentions (2]

be e

Channel with new messages

To change notification preferences for a channel:

1. Goto the Chat tab.

2. On the desktop app, hover over the channel to reveal More and select Channel Details.On
the mobile app, open the channel and tap the channel name in the header.

3. Goto the Settings tab, and select Channel Notiflcatio'hs.

4. Select which messages you want to receive notifications for: All Messages, Only @mentions,
or Off.

Mo SIM = 1:35 PM 0 (4
< General

74 members

Meetings
[ - Channels L .
2 oo []
Channel Delails

¥ Direct Messages L eave Channal
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Add People to a Channel

To add people to a channel, open the Channel Details page as described above and select the
Members tab. Type in each name and select Add.

Previous Messages
If you are adding a member to a private channel, new members will be able to view previous messages.

Create a Channel

When you create a new channel, you are the channel owner. Only the channel owner can change its
name and description.

1. In Z:Chat, select the + button next to Channels.
2. Type a channel name, and add people by typing their names.
3. If you want to make the channel private, toggle on Set to private.

4. Select Create.

Delete or Archive a Channel

Once a channel is created, no one can delete or archive it; however, any and all members can leave
a channel. The channel description can be edited by the owner to indicate it's no longer active.

To leave a channel so that it continues without you:

On the desktop app, hover over the channel to reveal : More and select Leave Channel.

On the mobile app, open the channel and tap the channel name, and select Settings > Leave
Channel.
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Contacts & Presence

The [2]i Contacts tab shows all the contacts you have in the app which are synced across the
Cymbus devices you are logged in.

« Company displays each of your colleagues and their online presence. This list is read-only
and managed by your system administrator.

+ Personal allows you to add a contact to the app. Your system administrators do not see or
have any access to your personal contacts.

+ Device shows the contacts you have on your mobile device. The app needs your permission
to access your contacts. These do not appear across other Cymbus devices until you add
them to the personal contacts.

+ Favorites gives you a quick access to the people you often engage with. You can mark any
Company and Personal contact as favorite.

Search for a Contact

To search for a contact in the [2} Contacts tab, select the list (Company or Personal) before typing
a name. The app searches the first and last names on the selected list. For example, to locate a
colleague, select the Company list, then enter the person's name in the Search field.

(. search

Company  Personal Favorites

y’ Searching Across All Types
If you are searching for a contact to make a phone call on the desktop, use the dialpad which searches all
contact types.

Presence

When you log in to the app, contacts on the Company list see you as Active and know you are avail-
able for calls and messages. The app automatically updates your status to On the phone when you
have an active call on one of the apps.
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In the app, you can update your status to Inactive, or set a custom status to go with your current
status. If you update to Inactive, you appear offline to the other people (not available for calls or
messages); however, you can still make and receive calls and exchange messages. Notifications
work in the same way as when your status is Active.

To update your status or set a custom status, select your initials in the bottom left corner. Once
saved, your changes are synced to all your Cymbus app devices.

Personal Contacts

You can add contacts manually one by one to the Personal list on the [} Contacts tab. Up to four
phone numbers and three email addresses can be saved for a personal contact.

Add from Contacts. Add a new contact from the (2} Contacts tab. On the desktop app, se-
lect # Create Personal Contact . On the mobile app, select + in the top right corner.

« Add from Call History. Add a number to a new or existing contact from the Calls tab. On the
desktop app, hover over the number you want to add, and select More > Create New Contact
or Add to Existing Contact. On the mobile app, select the Info icon to open the call entry, then
select either option.

+  Edit. In the [2} Contacts tab, select a contact, then select Edit. When you're done, select Save
Changes.

- Delete. Inthe [2] Contacts tab, select a contact, select Edit, then scroll down and select
Delete Contact. The contact will be deleted from the Personal and Favorites lists on all your
devices.

Device Contacts (On Mobile Phones)

With the mobile app, you can call a contact saved on your phone. Give the app a permission to ac-
cess your contacts, then the Device list appears on the Co%ﬁ:cts tab. To do so, open the app, select
your initials, go to Settings > Privacy then enable Show phone contacts. It takes you to the OS's
app permission screen.

» Editing a Device Contact

To edit a device contact, use your native Contacts app on your phone. Your changes soon appear in the
Device list of the mobile app.

You also can add your mobile contact to the Personal list, so the contact appears on all of your
devices. Remember, this creates a duplicate entry in the Personal list, so you will see the same
person both on Personal and Device lists.
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When you change the contact information in your native Contacts app, the changes will only
be reflected on the contact in the Device list, but not in Personal.

Deleting the contact in Personal does not delete the contact in Device nor in your native
Contacts app.

Favorites

To add a contact to the Favorites list, locate and select a contact, then select Favorite. The contact
appears under the Favorites list.

To remove a contact from the Favorites list, select a contact, and select Favorites . The contact
disappears from the Favorites list but remains on the other list.

Import Contacts from Legacy App

Do you have many personal contacts to move from the legacy app to the new app? The new desk-
top app version 1.6.4+ supports contact importing via a .csv file from the legacy Cymbus app. New
personal contacts are created for every import. Import once and you will have contacts in your new
apps, both desktop and mobile.

Step 1: Export Personal Contacts from Legacy App

Follow these steps to save your contact list to your computer, so you don't lose it.

1. In the legacy desktop app, go to the Contacts menu and select Export Contacts.
2. Select Comma separated values (*.csv file) and click Next.

3. Click Browse and select the location you want to save it.

4. Enter a name for the file and click Save then Next.

Step 2: Import Personal Contacts to New UC App

Use the new desktop app to import the .csv file you just saved on your computer. Once imported,
your personal contacts will appear on your new mobile app as well.

Export Contacts X

Select the location to export the contacts:
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New personal contacts are created for every import. In other words, there is no merging with
existing contacts. If you already have a personal contact with the same name, you will see a
duplicate entry after import.

1. Inthe new desktop app, go to the =} Contacts tab.

Contacts

2. Click & Add then Import CSV (Legacy App).

3 1 B Create Personal Contact

3. Click Select a CSV file to upload. "t Import CSV (Legacy App)

Comp

4. Select the .csv file you saved from the legacy app. Keep the app open while the file is vali-
dated. The app displays how many contacts it's going to import to your new app.If you see
an error, open the .csv file in a text editor, locate the row and the column, and change the
value. For example, if the error says "Phone number has invalid format', remove the unsup-
ported characters from the phone number such as -, #, (and ). Save the file and upload it
again.

5. Click Import to add the contacts to your app.

6. If the import is successful, click Done to close the dialog.

7. Gotoyour Personal contact list to see the imported contacts.
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Multiple Phone Numbers and Email Addresses

The new app has maximum four (4) fields for phone numbers and three (3) for email addresses.
Any additional numbers and addresses are added to the Notes field of the new contact. Go through
each imported contact to clean up any obsolete information and make sure their current numbers
are in the phone number fields. Numbers in the Notes field are not clickable to start a call.
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Additional phone numbers: S045555080
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Host or Schedule a Meeting

To host a meeting, you must have the Professional license.

You can invite anyone on the Company contact list as well as anyone with an email address. You
can schedule one-time and recurring meetings, or start an ad-hoc meeting whenever needed.

Anyone can join a meeting anytime, even before the meeting is scheduled to start, as long as they
have an ID or a link for the meeting. Up to 250 participants can join a Cymbus meeting, but only 25
participants can send their video.

0 Waiting Room

- Enable a waiting room so no one joins the meeting until you approve entry.

Schedule a Meeting

1. Go to 2 Meetings, select 01 .~ New Meeting, and then select Schedule Meeting.

2. Inthe Invite people field, add participants by typing their name or email address.

3. Configure meeting settings. If you choose to generate a meeting ID automatically, you have
options to enable a passcode and a waiting room. If scheduling a recurring meeting, the
meeting ID stays the same for the whole series.

Enable a waiting room so that the host approves each participant upon entry.

Enable a passcode for participants to join. The passcode must be 6 digits (numbers
only).

4. Select Save. The scheduled meeting appears in the Upcoming list.

If people you invited through their email address didn't get a meeting invite, ensure they check their
Spam folder. The sender is noreply@cymbus.com.

See how to cancel or change a scheduled meeting, or export a scheduled meeting.

Meetings (all =RV I Dally standup

Upcoming Racant oot plest Mow

il B Schedule Mesting
anvied -
I Join with meeting 1D

Meeting with Charlotie...
i 130 mmins @ Copy Personal Meating Link

B =30 pm - 000 pm
Daily standup Personal mesting 100227 2855 2401
B 0850 oo = 02200 om |30 minsl [ ]
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Start a Scheduled Meeting

1. When it's time for a meeting, go to the Upcoming list and select the meeting.

2. Select Join Meeting.
3

Host Meetings

In the preview dialog, set meeting preferences such as mute, camera, and background

effects.

4. |If you enabled a waiting room, approve or deny participants entry. No one can join the

meeting without approval.

Mectings nsl R Dally standup
o [T ¥ 1
hsating with Charioine - Copponte o Gepyibd E
1 R g - ) e 0
?"_"‘"‘f‘"_ bewing 1 2atan

Start an Ad-Hoc Meeting (Meet Now)

Start a meeting anytime. Meet Now is the perfect way to have a quick meeting with someone at
your company. When you start a meeting with someone, the person receives your meeting link
in a direct message. You skip the meeting preview and join the meeting muted with the camera

disabled.

There are multiple ways to start an ad-hoc meeting:

Go to the Contacts tab, open the contact page, and select Meet > Meet Now.

From the Chat tab, select a 1:1 conversation, select the arrow on the top right corner, and

select Meet > Meet Now.

Anywhere on the desktop app, hover over the contact's name to see the contact card pop-up,

then select Meet > Meet Now..

214 Jefferson St. | Suite 200 | Lafayette, LA 70501 | LFTfiber.com

o # [omnmen 2]



Host Meetings

Hese Tyler
Rosa Tyiar
g T
&1 Chal T Cal Lo

tReat Fiow

iz et e Mg

0 Recording an Ad-Hoc Meeting
— Meet Now meetings can be recorded and downloaded from the Recordings list; however they do not
appear in the Recent list after they end.

Cancel or Change a Meeting

The host can cancel or change the details of a scheduled meeting. If the meeting is recurring, the
host can choose just one occurrence or the whole series to apply changes.

1. Goto H:eetings and select a meeting you want to cancel or change.
2. Select More in the top right corner, and select the task you want.

3. Make the changes and select Save.

Invitees will see a notification of the change if they are Cymbus users. They can also refresh the
Upcoming list to see the changes or cancellation.

The canceled meeting appears crossed out in the Upcoming list. To remove a canceled meeting
from the Upcoming list, select Remove.
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Approve or deny the entry of each participant when a waiting room is enabled.

Mute all participants (except for the host themselves).

Mute a particular participant. The participant will be notified that they have been muted. They
can un-mute themselves anytime; however the host cannot un-mute them.

Remove a participant. The removed participant will be blocked from joining again to the
current session from the same device. If you removed someone by mistake, tell them to join
from a different device, or you can end the current session and have everyone join again to
your meeting.

«  Start recording the meeting (desktop only).

End the meeting for all participants.

Waiting Room — Approve or Deny Participants Entry

When a waiting room is enabled for a meeting, the host must approve the entry of each participant
before they can join.

You, as the host, will not be notified that someone is waiting until you join the meeting. Once you
join, you will see a red dot on the Participants button in the meeting toolbar. Open the Participants
list, then select the checkmark to allow the entry or the red to deny the entry.

fotoq
[

Participants

Pending (2} ~v
~ Accept All

. Clara Oswald
Erica (Guest)

In this meeting (1) ~ | & Mue Al |

. Lucy Kennedy O
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Manage Participants

Select the Participants button in the meeting toolbar, then hover over the microphone icon for
actions menu.

In this meeting (3) ~ & Mute All

@ Clara Oswald O
@ Rose Tyler B
@ 0 I Pin for Me

2 Highlight for Me

& Mute

*  Remove from meeting

Screenshare During a Meeting

Anyone can share their screen during a meeting. To start screen share, select Share on the meet-
ing toolbar. On the desktop app, you can choose to share either a screen or an application. On the
mobile app, you share your whole screen. Enabling Do Not Disturb on your phone is recommended
to prevent unexpected notifications.

» Zoom In on Shared Screen

Looking at a screen that's too small? You can zoom in.
On the desktop app, use the +/ -/ Reset buttons next to the presenter's name in the bottom left of the

screen. Alternatively, desktop users can use a mouse or trackpad to zoom in and out.
On the mobile app, use two fingers to pinch the screen apart, drag your finger to move it around, and

double tap the screen to reset the view.

Desktop (Windows and Mac)

To start sharing:

1. Select Share in the meeting toolbar or in the
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PiP window.On Mag, if this is your first time to share screen on this device, the Cymbus app
asks for a permission to allow your screen to be shared. Select Open System Preferences to
grant the Screen Recording permission. The dialog says your screen will be recorded, how-
ever, for Cymbus meetings, your screen will be only shared to other participants, and it will
not be recorded.

1. Double-click a screen or application to share. The meeting window shrinks to a picture-inpic-
ture (PiP) window. The shared screen or application has a red highlighted border around it.

3. Place the PiP window anywhere you like by clicking the top of the PiP window and dragging
it. The PiP window is not visible to meeting participants. In the PiP window, you can:

View your screenshare as it appears to others.
See participants and their reactions.

Unmute yourself.

Turn on/off your camera.

Stop sharing your screen.

To share a different screen or mute other participants, you need to go back to the meeting
window first. To do so, click the View icon on the PiP window and select Restore Meeting
Window.

Screen 1 Scresn 2 #§ Unititled - Paint (® Rocardings

ol nov24_jendS.docs.pe.
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To stop sharing:

. Select the Stop sharing icon in the PiP window, or select Stop Share in the meeting toolbar.

Screenshare on iOS

To start sharing:

1. Select More > Share in the meeting toolbar. The Screen Broadcast screen opens.

2. Select the UC app in the list, and tap Start Broadcast. The dialog says your screen will be re-
corded; however, for Cymbus meetings, your screen will be only shared to other participants,
and it will not be recorded.

3. Use your phone to present what you want to screen share.
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Screen Broadcast

Start Broadcast

To stop sharing:

1. Tap on the red bar at the top of the screen. A message pops up to stop broadcasting with
Cymbus.

2. Tap Stop.

To start sharing:

1. Select More > Share in the meeting toolbar. The message appears asking to start recording
or casting with Cymbus.

o 10:30 AM

Screen Broadcasting

Stop broadcasting screen
with Cymbus?

Cancel

N
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=

Start recording or casting with
Cymbus?

Cymbus will have access to all of the information

that iz visible on your screen or played from your
device while recording or casting. This includes
information such as passwords, payment details,
photos, messages and audio that you play.

Cancel Start now

1. Select Start now.

3. Use your phone to present what you want to screen share.

To stop sharing:

1. Go back to the Cymbus app.

2. Tap Stop Share in the meeting toolbar.

Record a Meeting (Desktop)

Hosts can record their meetings using the desktop app. Meetings cannot be recorded via the
mobile app, PTSN, or a browser. Recordings are stored in .mp4 format and can be downloaded by
the host within 21 days.

What's Recorded?

The meeting recording captures audio, participant videos, screen share, and whiteboard. It does
not include the chat messages or a list of participants. Additionally, the video does not show the
participant's name, meeting reactions, or an indication of the current speaker (no highlighted tile,
for example).

Start Recording

Any meeting, including scheduled and Meet Now ad-hoc, can be recorded as long as the host uses
the desktop app.

To start recording, click the Record icon in the meeting toolbar. Participants will hear a voice
prompt saying the recording is in progress and see the Recording icon in the meeting toolbar.

T 2 - =
\g’\ - m - ,ll Q S.E." - " :‘_, (£5] @ YT ) .
Uneinale Camara Shane Whiteboarg Participants Chat Reactions Recond More Leave
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How do | pause a recording?

A meeting recording cannot be paused, but the host can start and stop recording as needed.
Separate files will be made available in the Recordings list.

Can | leave early but continue recording the rest of the meeting?

Yes. If the host starts recording and leaves the meeting early, the recording continues until
the meeting ends and/or everyone leaves. No one else can stop a recording.

How do | delete a recording?

You cannot delete a recording, but no one else but you (the host) can access it. The
recording will be automatically deleted from the app after the expiry.

Download Recordings

After a recording is stopped, the host can download it to their computer using the desktop app.
Recordings expire in 21 days and are automatically deleted from the app. No reminder is sent when
the recording is about to expire, so make sure to download your recordings after each meeting.

1. You'll receive a notification and see a badge on the Recordings list of the Meetings tab when
a recording is ready.

2. Gotothe Recordings list and select a meeting to download. Use the Search field to filter the
list by meeting titles. Enter at least five (5) characters to start a search.

3. Click Download Video. The file is downloaded to your default browser's Downloads folder.

4. Use your media player to watch the recording, or save the file in a shared repository for oth-
ers to watch.

Upcoming  Recent  Recordings

Whiteboard (Desktop)

Whiteboard allows users to draw on the video screen for real-time collaboration during a meeting.
Draw shapes, highlight a region, drag and drop images, snap to grid, and more. Desktop partici-
pants can start a whiteboard session with other participants and then download the results (.png,
.pdf, or .svg) when they're done.

Mobile users can view but not participate in a whiteboard session. Other participants can
collaborate in a whiteboard session as long as they use the desktop app.

Whiteboard is available in meetings with 50 or fewer participants. Any desktop participants can

start a whiteboard. Screenshare is not available during a whiteboard session, so end a whiteboard
session before sharing your screen.
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Start a Whiteboard Session

Select Whiteboard in the meeting toolbar to start a whiteboard session. If someone already started
it, you can join by adding a component. On the whiteboard, you will see your cursor with your name.

v

Clara Oswald

Add Components

Use the top toolbar to add shapes, lines, texts, images and links (URLs). To delete an object, select
the object and press the Delete key. The side tool bar has Undo and Redo options, as well as zoom
in and out.

Add Pages

To add a page, click the Panel button in the bottom left corner, then use the blue checkmark button
to add a page. The red button deletes the selected page.
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Save

Download before ending a whiteboard session. In the top tool bar, click Download and choose the
format.
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End a Whiteboard Session

Before ending the session, let the other desktop participants save the whiteboard to their
computers. Mobile participants have no options to download.

To end a whiteboard session, select End Whiteboard in the meeting toolbar. Only the host and
the participant who started the whiteboard session will see a pop-up with an option to download
the whiteboard before the session ends. When you confirm in the pop-up, the session ends for
everyone.

Export Meetings

Using the desktop app only, anyone (both the host and invitees) can export a meeting to another
calendar, such as Google or Outlook, using an .ics file. If a meeting is recurring, the whole series will
be exported by one .ics file.

y’ No updates for exported meetings
If the host changes or cancels the meeting after you exported the .ics file, you will not see the changes or
cancellation on your external calendar (Google or Outlook). Make sure to refresh your Upcoming list on the
Cymbus app to receive the most up-to-date information from the host.

1. Open the Cymbus desktop app, go to 7 Meetings and select the meeting you want to
export.

2. Intheright pane, select More > Export .ics file. The .ics file is saved on your desktop com-
puter.

3. Open the calendar application of your choice, and import the saved .ics file.

To export multiple meetings (not a series), repeat the steps above for each meeting.

Schedule Meetings Using Google Calendar

The BCC users with the Professional license can schedule Cymbus meetings using Google Calen-
dar. This is a perfect solution for users who want to use Google Calendar on a Windows or Mac
computer to schedule many meetings.

Install the Cymbus add-on to your Google Calendar, then sign into Cymbus using your Cymbus
account. When using Google Calendar to schedule a meeting, you can add a Cymbus meeting link
with a single click, invite anyone with an email address, and configure options for a waiting room
and passcode. Invitees will receive your invite in their email inbox where they can respond. If invi-
tees are Cymbus users, they see your meeting in their Cymbus app as well.
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p’ Getting Invited to a Meeting
Be sure to check the Cymbus app for meetings hosted by other users. This add-in integrates the meetings
you schedule using Google Calendar, but it does not automatically populate Cymbus meeting invites from
other users in Google Calendar.

Install the Cymbus Add-on to Google Calendar

The Cymbus add-on requires a permission to access your Google account and your Google
Calendar. Once installed, the Cymbus add-on is available in your Google Calendar even when you
use a different computer.

1. Log in to Google Calendar, and click + on your Calendar sidebar.

2. Inthe pop-up, search for Cymbus and click the Cymbus add-on to see details. Alternatively,
visit this link.

3. Click Install.
4. Choose an account for your Google Calendar.

5. Give the Cymbus add-on to access your Google account. When complete, the Cymbus icon
appears on your Calendar sidebar.

Schedule a Meeting Using Google Calendar

With a single click, you can add a Cymbus meeting link to the new meeting invite instead of using
Google Meet video conferencing. Options to enable waiting room and passcode are available within
the add-on.

1. Log into Google Calendar using your Google account.

2. On the sidebar, click the Cymbus icon to open the Cymbus add-on, then click Sign In.

® © Week ~ i %

22 23 24
c=n ¢
9
+
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=ecymbus

1. Log into the Cymbus add-on using your Cymbus account, which is typically different from
your Google account used for Google Calendar.

4. When the "Login Success!" page appears, close the pop-up. The add-on page shows your
Cymbus username. You are now ready to schedule a meeting.

5. Onthe top left corner, click Create > Event. Alternatively, click the time slot you want in the
calendar. The New Event dialog opens.

6. Inthe add-on page on the right, configure the Cymbus meeting such as Meeting ID, waiting
room and a passcode if applicable, then click Add Meeting on the add-on page. The New
Event dialog now displays the Cymbus meeting link.
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Host Meetings

8. Click Save in the New Event dialog. The scheduled meeting appears under your Google
Calendar. Invitees receive your invite in their email inbox where they can respond to your
invite. Use Google Calendar to see their responses.In the Cymbus app, click Refresh on

the Upcoming list to see the new meeting with the Google Calendar icon.

&
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Planning #2 11/10/23
B3 12:00 pm - 02:45 pm (2 hrs 45 mins)

Meeting 11/110/23
51 03:30 pm - 04:00 pm (30 mins)

Cancel or Change a Meeting

Use Google Calendar to cancel or change the meeting that was originally scheduled by using Goo-
gle Calendar. Do not use the Cymbus app to do so because it does not notify other participants or
sync your Google Calendar.

To cancel or change a meeting, go to Google Calendar, select the meeting, then click the icon.

g BB 1 %

® Daily standup
Tuesday, 31 October - 11:45 - 12:00
Dally, until 3 Nev 2023

Schedule Meetings Using Outlook Add-in

The Cymbus add-in for Outlook allows you to send Cymbus meeting invites from Outlook. In just a
few clicks, you can add your Meeting URL, configure the waiting room and passcode settings, and
send it to anyone with an email address. Invitees can respond from the invite email. If invitees are
also Cymbus users, they will see the meeting in their Cymbus app as well.

Available on the Professional license only.

p’ Getting Invited to a Meeting
This add-in integrates the Cymbus meetings you schedule from Outlook into your Cymbus apps, but it does
not automatically populate Cymbus meeting invites from other users into Outlook. Be sure to check the
Cymbus app for meetings hosted by other users.

Before You Start

Make sure your Outlook meets the requirements for the Cymbus add-in:

Your organization has a business or enterprise account for Microsoft 365, previously
known as Office 365. A personal account might work with the Cymbus add-in, but it has not
been tested.
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Your Outlook application must be 2016 or newer. The Outlook apps on mobile phones do not
work with the Cymbus add-in.

Use the new Outlook interface. The classic Outlook interface does not work with the Cymbus
add-in.

Enable Cymbus Outlook Add-in for End Users

> Instructions for the IT Admins

This section is performed by the IT admin at your organization.

Because the Cymbus Outlook add-in uses event-based activation, meaning it runs tasks when
certain events occur, it must be deployed by an organization's admin on behalf of their end users.
Event-based activation is restricted if the end user acquired the add-in directly from AppSource.

As the IT administrator for your organization, follow the steps below to enable the Cymbus add-in
for your end users.

1. If you are using a Windows computer, open Microsoft Edge. If you are using a Mac computer,
open Chrome. Using other browsers results in an error.

2. Goto AppSource.com and make sure you are logged in with your Microsoft 365 admin ac-
count.

3. Open the following flight code URL into a web browserhttps://appsource.micro-
soft.com/product/office/WA200006275?flightCodes=CymbusMeetings

4. On the add-in listing page, select Get it now.

Apps Cymbus

Cymbus
‘ . . by Alianza bnc
. . o Oytiook
&
m T Save o my st
hadayiaw Ratings + reviews DHatails + suppan

By geiting this product. | give Miorosaft permission to use or shane my account information so that the provider can

<OMact me regarding this proguct and related products. | agree 1o the providers tems of use and ooy pelicy
snd understand that the rights 10 use thas pradust do nof come from Microsaft unless Maresoft is the provider.
Use of AppSousce is governed by sepatate feerns and gy

Elewate your meetmg scheduling expenence with the Cymbus add-in seamiessly integrated vath
Cutlook
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1. Follow the prompts to proceed.

6. Inthe Deploy New App wizard, select users to assign the Cymbus add-in to. Choose from just
yourself, the entire organization, or specific users.

7. Review the permissions requests and click Next.

8. Review and finish deployment.
It can take up to six hours for the add-in to appear in Outlook. Once complete, your users see the
Cymbus add-in when they create a new meeting in Outlook.

Schedule a Meeting Using Outlook

Once your IT admin enables the Cymbus add-in for your organization, it will be displayed in Outlook.

Outlook Web App
y“ We don’t recommend running both the Outlook desktop application and the Outlook web app at the same time.
It is a good habit to close the Outlook web app after every use.

1. Open Outlook on your desktop computer.

2. Click New event. Alternatively, click the time slot you want in the calendar, then click More
options. The New event dialog opens.

3. Onthetool bar, click the three-dots button to reveal the Cymbus add-in. Click Cymbus to open
the add-in.

4. Click Sign In, then click Allow to open a new window.

5. Loginto the Cymbus add-in using your Cymbus account, which is different from your Micro-
soft account.

MNew event - Calendar - iR (5 500z com

Event Scheduling Assistant

o & Busy ~ T ~ v 4 Scheduling poll & Viva Insights 04 My Templates o
Tags
=2 save @ calendor < @ » Fr, February !
:_'Ll Private
¥ Add a title iyl
—\b Imwite attendees Optittial (' Cymbus
1 Ak
Send to Onelote
(O 2/652024 B 4:30PM
@ Send to OneMote
2/6/2024 B soopm 2 AM

® Aliday & Time rones
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1. Inthe right pane, configure the Cymbus meeting settings, including the Meeting ID, waiting

room and a passcode settings as needed.

7. Click Add Cymbus Meeting on the right pane. The meeting link is added to the invite.

@ cuendy

%% Add a title

&g Invite attendess Dptional
. (& 276/2024 B 430PM
262024 EF 500 P

® Aliday © Timezones
2 Don't repeat
@& Saarch for a roam or lacation

L ) * Teams meeting

B  Add a descrption or attach decuments

i- = @ ¢ & B R
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E:‘ Send l e . Calendar o

2 Add a title

]

2g  rosetyler@auuconnectnet <rose.tyler@auuconnect.net> x Optional
Suggested times Preferences
Fri 2/2 Fri 2/2 Fri 2/2
12:00 PM - 12:30 PM 12:30 PM - 1:00 PM 1:00 PM - 1:30 PM
@ Available: Everyone @ Available: Everyone @ Available: Everyone
| @ 2/2/2024 11:30 AM
2/2/2024 12:00 PM

@ All day @ Time zones
 Don't repeat
© https://meet.cymbus.com/j?MID=28809652337 X

Search for a room or location

® @ Teams meeting

1. Inthe New event dialog, add participants and set the time, recurrence, and notification
reminders.

9. Click Save to send the invite. Wait for some time to sync Outlook with Cymbus.The
scheduled meeting appears in your Outlook. In the Cymbus app, click Refresh on the
Upcoming list to see the new meeting.Invitees receive your invite in their email inbox. Use
Outlook to see their responses.

60
214 Jefferson St. | Suite 200 | Lafayette, LA 70501 | LFTfiber.com




Host Meetings

Duplicate a Meeting

On Outlook for Windows, do not use the option to duplicate a Cymbus meeting. Duplicated
meetings do not show up in the Cymbus app. Instead, create a meeting using the Cymbus side
bar as described in the previous section.

Change a Meeting

Use Outlook to change a meeting that was originally scheduled by Outlook. Do not use the Cymbus
app to do so, because it does not notify other participants or sync your Outlook.

p‘ No Drag and Drop
Do not drag and drop to move the meeting in the calendar, especially on Mac computers, because the
meeting time cannot sync with the Cymbus add-in. Make sure to click Edit to open a pop-up and change the
meeting time there.

1. In Outlook, select the meeting you want to change.

2. Click Edit at the bottom of the pop-up. Pick which event(s) to edit if this is a recurring
meeting.

3. Make the change you want and click Send.

Editing Recurring Meetings

To enable/disable passcode or the waiting room or to change a passcode for a recurring meeting,
apply the change to the entire series; these changes cannot be made to just one occurrence of the
recurring meetings.

When making a change to This and all following events, the meetings are updated correctly in both
Outlook and Cymbus; however, the previous meetings in the edited series no longer appear in the
Cymbus app. Use Outlook to view previous meetings if necessary.

Sync

(9 Fri 2/2/2024 9:30 AM - 10:00 AM
© https:;//meet.cymbus.com/j?MID=85398564291
f‘ B ~-~-~- Cymbus Meeting Join the meeting now

Meeting |D: 853-9856-4291 Call in using your
phone: United States: +1 (435) 228-53...

& Edit Delete
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Cancel a Meeting

Outlook cannot sync with Cymbus for cancelled meetings. So if a meeting needs to be canceled, it
must be deleted in both Outlook and Cymbus.

1.

In Outlook, select the meeting you want to cancel.
Click Delete at the bottom of the pop-up, and then click Send.
Open Cymbus and select the meeting you want to cancel.

Cancel the meeting by clicking More then Cancel.

On the mobile app, More is in the top right corner.

On the desktop app, More is next to the meeting title as shown below.

Meeting with Clara OswaldE

Thursday, September 21, 2023 i Mesting

03:30 pm - 04:00 pm
(0 CopyInvite ¢ Copy Link

Outlook Calendar Integration

Integrate your Outlook calendar with your Cymbus app to see all your Outlook meetings in the
Cymbus app on your desktop and mobile devices. Consider using this feature if you are looking for
an alternative to:

Switching between Outlook and Cymbus apps to handle meetings to attend. With this
integration, all your Outlook meetings appear in the Cymbus app, allowing you to launch
a Microsoft Teams meeting directly from the Cymbus app.

Copying your Cymbus meeting link manually to create a meeting in Outlook. This inte-
gration allows you to create a meeting directly in Outlook with the Cymbus meeting link
automatically populated.

Things You Should Know

Before you enable the Outlook integration for Cymbus, here are a few things you should know:

Outlook to Cymbus. Meetings created in Outlook are displayed in Cymbus but must be
managed in Outlook.
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. Cymbus to Outlook. Meetings created in Cymbus are displayed in Outlook. However, the
Outlook calendar does not show Cymbus meetings you are invited to even if you have the
Outlook integration enabled. Be sure to check the Cymbus app for these meetings.

* Notifications. Once the Outlook integration is enabled, both Outlook and Cymbus will notify
you of upcoming meetings. With the Cymbus app, you can turn on/off all notifications; how-
ever, there is no way to turn off meeting-related notifications only.

« Host Features. Cymbus meetings created or displayed in Outlook do not include informa-
tion for PSTN dialing, passcode, or waiting room hosted by Cymbus. To host a meeting with
these features, it's best to use Cymbus Add-in for Outlook instead of the Outlook integration.
If you choose to use both at the same time, you will end up with duplicate meetings in the
Cymbus app.

Enable Outlook Integration

Use your Cymbus desktop app to set up the integration. After setup, Outlook meetings appear in all
of your Cymbus devices including mobile apps.

1. Inthe Cymbus desktop app, click your initials, then click Settings > Integration > Connect
Outlook 365. It launches your default browser.

2. Use the browser page to log in to your Outlook account.

3. Review the permissions requested dialog and click Accept.

Settings Integrations

W Audio & Video Outlook 365 Connection

Q:_.-_._ Phone Sync your affice 385 calendars to Cymbus,
D Theme el Connect Outiook 365
B Integrations
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@ sl com

&

Permissions requested

Outlook Calendar Integration
@
This app would like to:
~ Maintain access to data you have given it access to
“ Sign you in and read your profile

“ Have full access to your calendars

Accepting these permissions means that you allow this app to use
your data as specified in their terms of service and privacy
statement, The publisher has not provided links to their terms
for you to review. You can change these permissions at
https//myapps.microsoftcom. Show details

Does this app look suspicious? Report it here

Cancel Accept

1. Inthe browser, click Open Cymbus to go back to your Cymbus app.

5. Inthe Cymbus app, click Manage and choose a calendar to sync, and click Save.

Opan Cymbus?

Fittpe et cymis com wants to open this application

] bways astesw maeetcymbun coam b oqen ks of thea Byos in The associated aon

=
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Manage Outlook 365 Calendar
Choose which calendar to sync

United States holidays

Birthdays

Calendar

Host Meetings

0 Tip To verify the integration is enabled properly, go to the Meetings tab and click Schedule a Meet-

— ing. You should see a Schedule in Outlook toggle at the bottom of the dialog.

Join a Meeting from the Cymbus App

Outlook meetings hosted by Microsoft Teams appear in Cymbus with the Join Teams Meeting
button, allowing you to directly launch the Teams meeting from the Cymbus app. To join a meeting,
go to Meetings, select an upcoming meeting, and click Join Meeting or Join Teams Meeting on

the right.
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Manthiy Sync
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Schedule a Meeting in Outlook with a Cymbus Meeting Link

The Outlook integration enables the Cymbus desktop app to create a meeting directly in Outlook
with the Cymbus meeting link automatically embedded. This is an alternative for you if you man-
ually copy and paste your Cymbus meeting link in Outlook.

p’ Change or Cancel

When you create a meeting this way, you must use Outlook to edit or cancel the meeting. The changes you
made in Outlook will be synced to the Cymbus apps. Deleted meetings will just disappear from the Cymbus
app.

1. Goto H:eetings, select NeEj.l‘feeting, and then select Schedule Meeting.

2. Enable the Schedule in Outlook toggle at the bottom and click Save. It opens Outlook in your
default browser.Tip: Skip all the other fields because you'll set them in Outlook at the next
step.

3. Click Edit to add participants, set the meeting time, and set a reminder, then click Save. The
meeting appears in both the Outlook calendar and the Cymbus app.

Schedule a maating *

WABETIEG) W1 RO

B 0snarangs T P e LI0PM

L ]
1]

OS/TT2035

Mesting settings -~
O Gererate mesting ID actomaticaky

D Use pergonal mesting D 283-E648-2558)

Walling Foom

Reguing passcode

& Schadule in Qubook O I
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Disable Outlook Integration

Once the Outlook integration is disabled, Outlook meetings are no longer visible from the Cymbus
app. However, Cymbus meetings remain in your Outlook calendar and will not receive any updates

even the host changes or cancels these meetings.

1. Inthe Cymbus desktop app, click your initials, then click Settings > Integration > Manage.

2. Click Disconnect.

y’ Clean Up Outlook

Manually remove Cymbus meetings from your Outlook calendar if necessary.
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Join a Meeting as a Cymbus User

When someone invites you to a meeting, you will receive a notification in the app and see the
invite in the 1 Meetings tab under the Upcoming list. To refresh the list for the most up-to-date
information, click Refresh on the desktop app; on the mobile app, pull down on the Upcoming list.

You can join a meeting in multiple ways: using meeting notifications, from the =1 Meetings tab, or
a meeting link. You can also join a meeting by entering a meeting ID, using a desktop browser, or
dialing in.

Join Using a Meeting Notification

If you enable notifications for Cymbus, it sends you meeting notifications. Here is an example of a
notification on Windows.

Meeting with Clara Oswald

Snooze for 5 mins

1. Select the notification to open the meeting details. Take note of the passcode if required by
the host, and select Join Meeting.

2. If prompted, enter the passcode, then select Join Meeting to proceed.

3. Inthe preview dialog, set meeting preferences such as mute, camera, and background
effects.

4. \When ready, select Join Meeting. Meeting with Rose Tyler

Friday, June 21, 2024
10:00 am - 10:30 am

[ Copy Invite ¢ Copy Link
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You are now in the meeting. See Meeting Toolbar for what you can do during a meeting.

Join Using the Meetings Tab

1. When it's time for a meeting, go to Meetings, and select the meeting you want to join.

2. Inthe meeting invite, take note of the passcode if required by the host, and select Join
Meeting.

3. If prompted, enter the passcode, then select Join Meeting to proceed.

4. Inthe preview dialog, set meeting preferences such as mute, camera, and background
effects.

5. When ready, select Join Meeting.

You are now in the meeting. See Meeting Toolbar for what you can do during a meeting.

Join Using a Meeting Link

1. Inthe meeting invite, take note of the passcode. A passcode is included in the invite if
enabled by the host.

2. Select a meeting link in the invite.

3. If prompted, enter the passcode, then select Join Meeting to proceed.

Meetings ~ 01w Daily standup

Monday, June 17, 2024
01:30 pm - 02:00 pm
Today = Occurs every day until 08/01/24

Upcoming Recent Recordings

Meeting with Charlotte... 06/12/24 D Copylnvite a2 Copy Link ||
B4 12:30 pm - 01:00 pm (30 mins)

Daily standup 06/18/24

Meeting |D: 0200=hZ2746
B4 01:30 pm - 02:00 pm (30 mins)

Charlotte Rodriguez 9:45 Au
Meeting with Rose Tyler

Join Meeting: @ Meeting with Rose Tyler
Meeting 1D 22782808089
Meeting Passcode: 123456
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1. In the preview dialog, set meeting preferences such as mute, camera, and background ef-
fects.

5. When ready, select Join Meeting.
You are now in the meeting. See Meeting Toolbar for what you can do during a meeting.
Join Using a Meeting ID

You can join a meeting by typing a Meeting ID. A meeting ID can be found in the meeting invite.
Also take note of the passcode in the invite if enabled by the host.

Go to Meetings , then select New Meeting > Join with meeting ID. Then enter the meeting ID and
select Join.

Desktop app: Mobile app:

Meetings = I Daily standup 09/11/24

0 . )
B4 12:30 pm - 01:00 pm (30 mins COpy Personal MeEtmg Link Chat Mestings Calls Contacts

Daily stan dup Personal meeting ID: 927- 5555 - 28583

) 01:30 pm - 02:00 pm (30 mins) I

Join a Meeting as a Guest

Anyone can join a Cymbus meeting, even if you are not a Cymbus user. Choose one or all of the
following:

Download the Cymbus app onto your computer or mobile phone (This article)
+  Use a web browser on your computer
* Dial into a meeting via PSTN

You need a meeting link or a meeting ID. No login required!

When someone invites you to a Cymbus meeting, you receive a meeting invite outside of the
Cymbus app, such as email. This invite contains a meeting link and an ID, and a passcode if the
host requires it. You can join a meeting by clicking a meeting link, or entering a meeting ID. The
Cymbus app needs access to your microphone and camera for a meeting. You will be able to test
vour microphone and camera before ioinina a meetina.
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Use the App and a Meeting Link

Join Meetings

1. Inthe meeting invite, take note of the passcode. A passcode is included in the invite if en-

abled by the host.

2. Click a meeting link in the invite. A web page opens in your default browser.

3. Download and install the Cymbus app to your device.

4. Go back to your browser. On the Welcome to Cymbus page, select Launch Meeting. A pop-
up appears asking if you want to open Cymbus.

5. Select Open Cymbus. The app launches with a meeting ID populated.

6. Enter your display name for the host and other participants to see. Enable Remember me on
this device to save your display name and audio/video preferences for future meetings.

=Ccymbus Enghsh ~

Welcome to Cymbus.

1:1 Clara with Lucy

Join Meeting: https:/fmeet.cymbus. com/|?MID=415 5 AXBHEIT
Meeting 1D: 412E@ER0E3T

Meeting Passcode: 123456

Don't have the Cymbus desktop app instalied?
Join from your browser 5]

Download Cymbus desktop app +

Privacy Terma of Sarvica

| Open Cymbus?

https://meet.cymbus.com wants to open this application.

Always allow meet.cymbus.com to open links of this type in the associated app
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1.

8.
9.

Join Meetings

Select Join a Meeting to proceed.

If prompted, enter the passcode, then select Join Meeting to proceed.

In the preview dialog, set meeting preferences such as mute, camera, and background ef-

fects.

10. When ready, select Join Meeting.

You are now in the meeting. See Meeting Toolbar for what you can do during a meeting.

Use the App and a Meeting ID

1.

8.
9.

In the meeting invite, take note of the passcode. A passcode is included in the invite if en-
abled by the host.

Download and install the Cymbus app to your device.

Launch the app, and select Join a Meeting on the login screen.

Enter the meeting ID, and your display name for the host and other participants to see. En-
able Remember me on this device to save your display name and audio/video preferences
for future meetings.

Select Join a Meeting to proceed.
If prompted, enter the passcode, then select Join Meeting to proceed.

In the preview dialog, set meeting preferences such as mute, camera, and background ef-
fects.

When ready, select Join Meeting.

If prompted, give the app a permission to access your microphone.

You are now in the meeting. Other participants will see your display name, followed by (Guest). See
Meeting Toolbar for what you can do during a meeting.

Join a Meeting
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Meeting Toolbar

During a meeting, the toolbar is at the bottom of your screen.

Desktop
LR, [ . = &d -2 A th @ @ oao -
Unmute Camera Share Whiteboard Participants I Chat Reactions Record More Leave
Microphone, Self Preview, Copy Meeting End Meeting
Speaker, Background Invite for All
Audio Settings
Mobile
X = © =y
Unmute Start Video Reactions  Participants More
Options

Mute. Mute your voice, enable noise suppression, and change the microphone and speaker.

Camera. Select the Camera icon to send or stop your video.

On the desktop app, click the arrow to choose a background or blur on the fly, or pre-
view your own video feed before enabling camera.

On the mobile app, during a meeting you can switch to a blurred background but can-
not switch to another background image, for example from forest to ocean.

Share. Share your screen. See Share Your Screen.

Whiteboard. Collaborate on a whiteboard session. See \Whiteboard (Desktop).
Participants. See who is in the meeting, plus access host controls.

Chat. Exchange messages with participants. See Chat.

Reactions. Share emoji reactions such as a thumbs up and heart. Other participants see the
icon in your video tile for a few seconds.

Record. Appears only for the meeting host using the desktop app. See Record a Meeting
(Desktop).

More > Turn Off Incoming Video. Stop receiving video of other participants when you have
a limited cellular data plan or when you are on an unstable network connection. Turning

73
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offincoming video conserves battery life and data consumption. In the meeting toolbar,
select More and enable Turn Off Incoming Video.

. More > Meeting Diagnostics. Monitor meeting quality with real-time network, audio, and
video metrics.

Incoming Calls during a Meeting

Incoming calls won't ring while you are attending a meeting. However, on your mobile phone, you
might receive a native call during a meeting. To answer a native call, you must first leave the meet-
ing and then re-join after the call ends.

Switching Devices during a Meeting

It's easy to change devices without leaving a meeting. For example, you started a meeting in the
office on your laptop, but you need to leave. Join the ongoing meeting from your phone, then you
can transfer the live meeting to your phone with one click.

Picture-in-Picture (Desktop)

Anytime during a meeting, you can shrink the meeting window to a picture-in-picture (PiP) window,

helping you stay engaged in the meeting while being able to use other applications on your desktop.

To switch to the PiP window, select View > Picture in Picture. The PiP window has two styles:

« Stacked displays a maximum of four tiles: screenshare, self view, and two participants. If
there is no screenshare and self view is hidden, four participants will be displayed.

Single Tile displays screenshare and one participant tile which automatically switches to the
active speaker. There is no self view.
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Stacked Single Tile
@ o5z = = = \View & Restore
g o~ L.g ]
= = Screenshare —>
Mastings or
whiteboard

et el e s —
T —
YT T
Ehadotie Rodrgugr™ 4, W

Farticipant.
=~ Howver over to
see their name.

Stop
screenshare

— Chat. Switches to the
Meeting window with
the Chats panel open

4 2y [F] e——— Start screenshare

To expand to the full meeting window, select the View icon on the PiP window, and select Restore
Meeting Window.

Meeting Layout

Desktop participants can change layout of the meeting window between Gallery and Speaker. On
the mobile app, the video feed is always displayed in a grid.
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Gallery View Speaker View

The Gallery view shows tiles of equal size in a grid.

The Speaker view shows one big tile along with a carousel of small tiles at the top or on the
right. The big tile displays screenshare, or each user can choose a participant to show in the
big tile by using the Highlight for Me menu.

To change layout, select View on the Meeting window title bar, and select the desired style. This
does not affect what other participants see. The View icon appears on the left corner on Windows
and on the right corner on Mac.

Self View

+ Hide Self View. If you don't want to look at yourself during a meeting, select View > Hide Self
View. On your mobile app, go to More > Hide Self View.

Pin or Highlight

Choose a participant to show in your meeting screen. To pin or highlight a participant, hover over
the person's tile to reveal the three dots icon, then select the action you want. This does not affect
what other participants see.

« Pin for Me. Pinned person appears in the first tile in the Gallery view on the top left corner.
In the Speaker view, pinned participant appears in the second small tile of the carousel, with
thefirst small tile being the presenter sharing their screen. Only one participant can be pinned
atatime.

& Pin for Me

& Highlight for Me

Thomas (Guest) W ==
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. Highlight for Me. Highlighted person appears in the big tile of the Speaker view and the
shared screen moves to the first small tile in the carousel. You can also double click on
a participant tile to highlight instead of selecting the menu. To display the shared screen
in the big tile again, double click on the screenshare tile in the carousel, or hover over the
participant in the big tile then select the three dots icon > Remove Highlight.

Fill or Fit Tiles

Change how video tiles are displayed in both Gallery and Speaker modes on your desktop app.

Select View > Fill Tiles to crop video and remove the black background of mobile partic-
ipants.

Select View > Fit Tiles to see the whole video feed of participants, without cropping or
zooming in.

Fill Tiles Fit Tiles

T e =TT
'Fﬁ"'"'""!ﬂ""_"-""'""""-" .

i“'h "T-—i“r s

Carousel in the Speaker View

In the Speaker view, each participant has choices to hide or move the carousel of small video tiles
as well as the self view tile.

Move the carousel and self view to the right side instead of at the top. Select View > Move to
Side.

Move your self view tile to a corner of the meeting screen. If the carousel is horizontally dis-
played, the self view tile can be placed in either top left or top right corner. If the carousel is
vertically displayed, self view can be at the top or bottom of the right side. To move self view,
select the three dots icon on the self view tile, and then select Move to Right/Left Side or
Move to Top/Bottom.

Hide the carousel and self view completely. Select View > Hide Participants. To show it
again, select View > Show Participants.
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Shared Screen

When someone starts sharing their screen, your meeting screen switches to the Speaker view,
and the big tile shows the shared screen. Zoom in on the shared screen if it's too small. Desktop
participants can pop out the shared screen into a separate window.

To zoom in/out on the desktop app, use a mouse/trackpad, or use the on-screen +/-/Reset
buttons next to the presenter's name.

To zoom in/out on the mobile app, use two fingers to pinch the screen apart. Drag your finger
to move it around. Double tap the screen to reset the view.

To move the shared screen into a separate window, select View > Pop Out Screenshare. On
the pop-up window, you can zoom in/out and reset. To move back, either close the pop-up
window, or click Restore Screenshare on the pop-up title bar.

Chat

Chat. During a meeting, you can send messages to all the participants and add emoji reactions to
messages. All chat messages will be visible to participants even when they join late. However, the
chat messages will not be available after the meeting ends. The chat history cannot be exported,
but participants can copy each message during a meeting.

Chat Notification. You will see a red dot on the Chat button for new messages. New messages pop
up on the bottom right corner of the browser. They disappear after a few seconds, but you can mute
them completely by clicking More > Mute Chat Notifications.

_ Rose Tyler 107 EM
. Thanks!
=i
< Thomas [Sisest) 100 I :
bty Good to know
e i = ==
Z-..“_ . : i = - Charlotte Rodriguer 107 Fu
o T L= - — Super helptull
~ T = | & [y
.......-_ e T o
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Reactions

Engage in a meeting using emoji reactions such as thumbs up and heart. Other participants see the
icon in your video tile for a few seconds.

Select Reactions in the meeting toolbar and select the reaction to share. Meeting reactions appear
in both the Gallery and Speaker layouts; however, they are not included in recordings.

& ¥ 26 0 &

a4 =" m]l o |e
Whiteboard Participants Chat Reactions Record More

Join a Meeting Using a Browser

Anyone, both Cymbus users and guest users, can use a web browser to access Cymbus meetings
on the desktop computer. Joining using a browser on mobile phones is not supported.

Supported web browsers are Google Chrome, Safari, and Microsoft Edge.

Users joining a meeting in a browser will have access to everything; however, whiteboard sessions
are view-only, which means they cannot participate in or download the session. See how to change
the layout or share your screen using a browser.

y’ No Host Control for Browser
If you are a meeting host, it is recommended to use the Cymbus app instead of a browser. There is no
host control for browser access; meaning you won't be able to perform host tasks such as muting other
participants.

Join Using a Browser

Users need to provide a permission via browser to access their microphone, speaker, and camera.

1. Inthe meeting invite, take note of the passcode. A passcode is included in the invite if
enabled by the host.

2. Click el#resttAd- Rk in the invite. If you only have a meeting|ID, go to https:// meet.
cyraib Bbeebingy hitps-/imeet cymbus.com/j?MID=4135 2B 37

Meeting ID: 418E@ETDE3T
Meeting Passcode: 123456
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1. Click Cancel when the browser displays a pop-up asking if you want to open URL: Cymbus.
4. 0Onthe Welcome to Cymbus page, click Join from your browser.
5. Enter your display name for the host and other participants to see. If preferred, enable

Remember me on this device to save your display name and audio/video preferences for
future meetings.

6. Click Join Meeting to proceed.
7. If prompted, enter the passcode, then click Join a Meeting to proceed.

8. Click Allow to give the browser a permission to access your camera and microphone.

9. Inthe preview dialog, set meeting preferences such as mute, camera, and background
effects.

10. When ready, click Join Meeting. You are in the meeting.

HCymbus Eiah -
B Use camera & microphone?  app.cymbus.com/previey

Welcome to Cymbus. | X |
app.cymbus.com wants to

B Use your camera

& Use your microphone

Don't have the Cymbus deskicp app instalied?
Allow Block

Join froim your browgor 5)

Downlopd Cymbus doaxtop app 2

Privescy Terms of Saivios
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» Do Not Refresh Browser

Once you are in the meeting, do not refresh your browser; you will get kicked out of the meeting and the
Welcome to Cymbus page opens again in the browser.

Browser Meeting Toolbar

Once you are in the meeting, you will see the meeting toolbar with these buttons at the bottom of
your browser:

g T Y - B2 T Ly 7 © a00 ~ Leave
Unmute Came'a Share  Participants Chat Reactions  More

+ Camera. Click the arrow beside the Camera icon to choose a background or add blur during
a meeting.

+ Chat. During a meeting, you can send messages to all the participants and add emoji reac-
tions to messages. All chat messages will be visible to participants even when they join late.
However, the chat messages will not be available after the meeting ends. The chat history
cannot be exported, but participants can copy each message during a meeting.

« Chat Notification. You will see a red dot on the Chat button for new messages. New mes-
sages pop up on the bottom right corner of the browser. They disappear after a few sec-
onds, but you can mute them completely by clicking More > Mute Chat Notifications.

+ Reactions. Engage in a meeting using emoji reactions such as thumbs up and heart. Other
participants see the icon in your video tile for a few seconds. Meeting reactions appear in
both the Gallery and Speaker layouts; however they are not included in recordings.

*  More > Turn Off Incoming Video. Stop receiving video of other participants when you have
a limited cellular data plan or when you are on an unstable network connection. Turning off
incoming video reduces the bandwidth consumed for the meeting.

* More > Meeting Diagnostics. Monitor meeting quality with real-time network, audio, and
video metrics.

» Zoom In on Shared Screen

Looking at a screen that's too small? You can zoom in. Use the +/ -/ Reset buttons next to the presenter's
name in the bottom left of the screen. Alternatively, users can use a mouse or trackpad to zoom in and out.

Meeting Layout

The layout of video feed can be switched between Gallery and Speaker. Select View in the top right
corner, and select the style. This does not affect what other participants see.
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Gallery View Speaker View

The Gallery view shows tiles of equal size in a grid.

The Speaker view shows one big tile along with a carousel of small tiles at the top or on the
right. The big tile displays screenshare, or each user can choose a participant to show in the
big tile by using the Highlight for Me menu.

Self View

+ Hide Self View. If you don't want to look at yourself during a meeting, select View > Hide Self
View. On your mobile app, go to More > Hide Self View.

Pin or Highlight

Choose a participant to show in your meeting screen. To pin or highlight a participant, hover over
the person's tile to reveal the three dots icon, then select the action you want. This does not affect

what other participants see.

+ Pin for Me. Pinned person appears in the first tile in the Gallery view on the top left corner. In
the Speaker view, pinned participant appears in the second small tile of the carousel, with the
first small tile being the presenter sharing their screen. Only one participant can be pinned at

atime.

& Pin for Me

& Highlight for Me

Thomas (Guest) Y +
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. Highlight for Me. Highlighted person appears in the big tile of the Speaker view and the
shared screen moves to the first small tile in the carousel. You can also double click on a par-
ticipant tile to highlight instead of selecting the menu. To display the shared screen in the big
tile again, double click on the screenshare tile in the carousel, or hover over the participant in
the big tile then select the three dots icon > Remove Highlight.

Carousel in the Speaker View
In the Speaker view, each participant has choices to hide or move the carousel of small video tiles
as well as the self view tile.

Move the carousel and self view to the right side instead of at the top. Select View > Move to
Side.

Move your self view tile to a corner of the meeting screen. If the carousel is horizontally dis-
played, the self view tile can be placed in either top left or top right corner. If the carousel is
vertically displayed, self view can be at the top or bottom of the right side. To move self view,
select the three dots icon on the self view tile, and then select Move to Right/Left Side or
Move to Top/Bottom.

Hide the carousel and self view completely. Select View > Hide Participants. To show it
again, select View > Show Participants.

Share Your Screen Using a Browser

You can share your whole screen, a browser tab, or a window of a specific application running on
your computer.

On Mac, you must give your browser the permission to share your screen. It is recommended

to do so before you join a meeting because when you are using a browser, you need to leave the
meeting in order to give the Screen Recording permission, then join back to the meeting to start
screenshare. To give the browser a permission, go to Mac System Preferences and select Security
& Privacy . Select Screen Recording on the left, and select the browser to give the permission. The
dialog says your screen will be recorded; however, for Cymbus meetings, your screen will be only
shared to other participants, and it will not be recorded.

To start screenshare using a browser:

1. Select Share in the meeting toolbar.

2. Choose a browser tab, a window of a specific application, or an entire screen to share.
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Choose what to share with app.cymbus.com

The site will be able to see the contents of your screen

G Summer party - Google... I'EG'ES tracking.xlsx - Excel E Documents

-Lf change suggested-existi...

Chrome Tab Window Entire Screen

1. Select Share. The shared window or screen displays a yellow border around it.

When sharing a browser tab, the browser indicates which tab is being shared.

When sharing a window or screen, a small pop-up appears at the bottom of your screen.

To stop sharing:

@ Cymbus ® C Cymbus App Tutarial - Cym! [l X c Summer party

&« & 8 help.cymbus.com/hc/en-us/articles/1500010834682-Cymbus-App-Tutorial

B Sharing this tab to app.cymbus.com  [EEEELERTT] View tab: app.cymbus.com

® x |

I W PTG uuoulmuulla et PTG H}JHD

| app.cymbus.com is sharing a window. Stop sharing Hide
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. Select Stop Share in the meeting toolbar, or select Stop sharing in the pop-up.

Join a Meeting via PSTN

You can dial into a Cymbus meeting using PSTN. With this method, you use a phone to listen and
speak during the meeting. No video or screenshare available. Other members only see your phone
number, not your name. A part of your phone number will be displayed with * to protect your priva-

cy.

You can join the same meeting concurrently using the UC app, PSTN, and a desktop browser. Let's
say you are driving and stuck in a traffic. You can dial into a meeting using PSTN, then later join the
same meeting using the UC app when you get to the office. This way, you won't miss any part of
the meeting.

Join as a Participant or a Guest

1. On the meeting invite, locate the following. If your meeting invite does not list a dial-in num-
ber, dial-in is not available for this meeting.
A Meeting ID,

A dial-in phone number for your area, and

A passcode if required by the host.
Use your native dialer on a mobile phone to call the dial-in number for your area.
Follow the audio prompt to enter the meeting ID, followed by #.

If asked, enter * followed by #.

a &~ 0N

Enter the 6-digit passcode if enabled by the host. You will be either allowed in the meeting or
placed in a waiting room.

+ Muted Upon Joining
y You are muted when you enter the meeting. Dial the star code *6 to unmute and speak. After dialing the star
code to unmute yourself, you can use the mute icon on your native dialer to control your mute status. Howev-
er, if you later hear "You have been muted,' you must dial the star code again to unmute yourself. In this case,
tapping on the mute icon on native dialer does not unmute because you have been muted by the host.

Join as a Meeting Host

To join a meeting via PSTN as a host, you need a host key.

A 5-digit host key is visible only in the meeting invite sent to the host. When you click Copy Invite,
the host key is excluded for a security reason. If you are copying the invite for yourself, manually
add the host key.
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If a wrong host key is entered for a few times, you will join the meeting as a participant. In this case,
you are required to enter the passcode if you enabled it for this meeting.

1. In the UC app, go to Meetings, and select the meeting you want to join, and locate the follow-
ing in the invite. If your meeting invite does not list a dial-in number, dial-in is not available for
this meeting.

A Meeting ID,
A phone number for your area, and

A host key.

2. Use your native dialer on a mobile phone to call the dial-in number for your area.
3. Follow the audio prompt to enter the meeting ID, followed by #.

4. Enter the 5-digit host key followed by #.You are muted when you enter the meeting. Once you
are in the meeting, you can dial star codes for these actions.

*6 to unmute yourself. After that, you can use the mute icon on your native dialer to
control your mute status.

*7 to end a meeting for all (available to the host only)
If a waiting room is enabled for a meeting, all participants automatically enter the meeting once you

join using PSTN with the host key. Note that you have no ability to control mute statuses of other
participants or remove participants.
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Troubleshooting and FAQ

Contact Customer Support

If you have an issue with the app, contact Customer Support at your service provider.

When asked to send a diagnostics log, perform the following steps:

1.

Select your initials in the bottom left corner of the desktop app. On the mobile app, your
initials appear in the top left corner.

Go to Settings > Support > Send Diagnostics.
Select Send.

Pass the Confirmation ID to the support representative. They will get back to you with
updates.

Frequently Asked Questions

Q. What is my phone number?

A. Starting in version 1.9.0 released in July 2025, the app displays up to four direct phone numbers
assigned to you and your colleagues. There are multiple ways to find your own number:

Select your initials and select View Profile.
On the Contacts tab, go to the Company list and select the entry with your name.

On the Chat tab, hover over your name or initials to reveal your contact card to see your
direct number or extension.

If contact details do not show the Direct Phone field, that means no direct number is assigned to
the contact. The contact can be reached via their extension.
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Q. How does my language selection affect my meeting
bridge?

For example, if the app is set to Spanish and when | host a meeting on my bridge, do participants in
my meeting hear the prompts such as "meeting is now recorded" in Spanish?

A. No, participants will hear meeting prompts in the language they selected in their app or device.
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