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Cisco Jabber Configuration
To get the software
Create a request for installation of the Cisco Jabber software to the IT Servicedesk. Please email
emea.servicedesk@johnsonelectric.com that you would like to have the Cisco Jabber software delivered
to your computer. Do not forget to include the 5 digit number of your computer in this request!
The software will then remote get installed on your computer by the IT Service Desk.
You can verify if you have the software installed when the icon/logo like below is visible on your computer
desktop.
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To configure Cisco Jabber
Open the program by double-click on the icon on your desktop (and you can find it in the programs as
well). Once opened the screen will look like below. You should enter your Username and Password.
Before starting it is important to change the password to your personal password. The email with the
username (your email address) and initial password will also have a link for changing your password.

Change Password Link: https://adfs.visionsconnected.com/adfs/portal/updatepassword/
Enter your username and password in the screen like below and check the ‘Automatic Sign-in’ box to
ensure that you can startup each time without entering the password again. Then press the ‘Sign In’
button.
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Following the pressing of the ‘Sign In’ button you may see a message about the Certificate not being
Valid (like below). Simply press Accept.

Once the program is started, Cisco Jabber will try to connect to your Notes calendar in order to set your
availability based on your calendar schedule. When you have a meeting it will set your availability to ‘In
Meeting’ etc. In order to be allowed to read your calendar you will have to enter your Notes password, like
below.

You can turn off this feature in Cisco Jabber from the “Meetings” option on the main menu.
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VC Lounge configuration
Lounge Activation
After changing the password from the default password to your personal password you can activate your
VC Lounge. To do so, go to the following link and use your user-ID (email address) and personal
password to login.

VC Lounge Link: https://www.call.vc/vclounge/je
You will see a ‘Get Started’ screen like below. Pleas enter at least a personal 4 digit pin code as the Host.

You can also add your own Cisco Jabber address in the default Video Endpoint (it the same as your
internet email address).
Your Lounge is now ready to be used. Please note the following:
The different addressing methods to reach your lounge can be found in the ‘How To Join’ menu option.
There are additional options under the FAQ as well. You will see that it is possible to join the lounge from
Video Conference Room systems, Software systems, Skype, Telephones and Web Browsers.
To use from Skype: simply tell the Skype user to add a contact with the name of your VC Lounge.
To use from Web Browser: at this point only Google-Chrome and Firefox works
There are many options and possibilities with the VC Lounge as this is a true Unified Communications
platform. For all the options and details, please see the VC Lounge user manual attached below.
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1 Introduction
1.1

What is VCLounge?

VCLounge is your personal virtual meeting room. With this application you can organize and have
Meetings with Participants from multiple locations and with multiple technologies. As a Host you can
organize, manage and end Meetings.
Organize a meeting
As a Host you can start a Meeting right away, by dialling the Participants. When a Participant answers
your call, he will enter your Lounge.
It’s also possible to share your Lounge by sending the Participants a link. Using that link will give a
Participant the possibility to access your Lounge in multiple ways.
Manage a meeting
During a Meeting the Host can manage the Meeting by accepting waiting Participants, muting Participants
or removing Participants.
End a meeting
The Host can end the Meeting in different ways. If the Host needs to leave the Meeting, but the Meeting
needs to continue, he can also arrange more Hosts. In that case, another Host can continue and finally
end the Meeting.

1.2 About this manual
This manual explains how to use VCLounge as a Host.
The manual is topic based. If you are looking for particular information, please refer to the table of
contents at the start of this manual to locate information relevant to you.
Because VCLounge is a cloud based service, updates will be released automatically time by time. To be
sure you have the most recent version of this manual, please check kinly.com.
All rights reserved. No parts of this manual may be reproduced in any form without the express written
permission of Kinly.
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2 Terms and definitions
In VCLounge some specific terms are used. Consult this chapter when you search for a short
explanation.
Term

Explanation

Guest

Is Participant of a Meeting with limited rights.

Host

Is Participant of a Meeting with full rights.

Participant

Takes part in a Meeting.

Waiting Guest

Has joined the Lounge but is waiting to be accepted for the Meeting.

Host PIN

A four-digit code that gives a Host access to a Meeting.

Guest PIN

A four-digit code that gives a Guest access to a Meeting.

Video Endpoint

A Video Endpoint is a video conference system that is used to make
video calls. Such a system is generally provided with a display
screen, a camera and speakers.
An endpoint has its own Video Address.

Meeting

An event where Participants join in from multiple locations using video
and/or audio.

Video Address

Email address for a video call.

Host Address

The Video Address of the Host.

Lounge

Your personal virtual meeting room where the Meeting takes place.
Terms and definitions

3 Login
To log in you need your user name and password.
Do the following:
1. Open an internet browser. For example Google Chrome.
2. Go to the login screen. Use the link provided by your IT department.
The login screen appears.
3. Fill in your user name and password to login.
Is this the first time you are using VCLounge? You can fill in some settings. Please refer to chapter 4 for
more information.
Have you used VCLounge before? You can organize a Meeting right away. Please refer to chapter 5 for
more information.
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4 First-time use
Did you just log in for the first time? Then the get started screen appears . In this screen you can fill in a
Host PIN, a Guest PIN and the address of your default Video Endpoint.
Don’t worry. You can always do this later. For more
information, refer to chapter 6.
To fill in the settings, do the following:
1. Press the Host PIN form and type a four-digit code.
2. Press the Guest PIN form and type a four-digit code. This code needs to differ from the
Host PIN. (Note: when you leave the Guest PIN blank, Guests can enter your Lounge
without a PIN).
3. Press the Default Video Endpoint form and type in the default Video Endpoint Address.
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5 Organize a meeting
In VCLounge you can organize a Meeting in two ways.
The first way is to use a simple wizard which you can use to dial out. For more information refer
to section 5.1.
The second way is to share your Lounge using the share your Lounge button. For more
information refer to section 5.2.

5.1 Organize a Meeting with the start Meeting wizard
To organize a Meeting with the start Meeting wizard, do the following:
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Add Guest(s)

a.
b.
c.

You can add a Guest in three ways:
Type in the Video Address of the Guest and press the plus button.
Select the Video Address from the recents list and press the plus button.
Select the Video Address from the favourites list and press the plus button.
Guests that are added will be listed at the right of the screen.

Tip If you are using VCLounge for the first time, the lists are empty. In that case, you
Note
can only add Guests by typing their Video Address.

Did you add one or more Guests? Press the NEXT button.
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If you can’t add Guests or if you want to add Guests later, press the SKIP button.

Add the Host(s).
You have three options:
a. Select the Default Video Endpoint Address.
Choose this option to host your Meeting using your Default Video Endpoint
Address.
b. Select another Video Address.
Do you want to use a different Video Address than your Default Video
Endpoint Address? Choose this option and fill in the Video Address from
where you want to be the Host of this Meeting.

Tip If you choose the last option and skip this step, you must add the Host Address
Note
later, because a Meeting needs to have at least one Host. If you don’t add at least one
Host, the meeting won't be able to start.

Press the NEXT button. A Participants overview appears.

Confirm and dial
Check if you agree to call the listed Guest(s) and Host(s) and press Dial.
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The Meeting overview screen appears. Refer to chapter 6 for more information about what you
can do during a Meeting.

5.2 Share your Lounge
Besides starting a Meeting by dialling Participants right away, you can also share the details of
your Lounge.
Why share the details of your Lounge?
To share the details of your Lounge, you need to send the Participants a link. When the
Participants use the link, multiple options to join your Lounge will be shown.
There can be several reasons for you to choose this option instead of using the start meeting
wizard. The main reasons are:
•
Because the Meeting takes place at a time in the future. The Participant can
use the link later.
•
Because the Participant wants to use browser based video (WebRTC).
•
Because you don’t know the Video Address of the Participant.
In VCLounge you can share your Lounge before having a Meeting or during a Meeting. How to
share your Lounge during a Meeting is described in section 6.2.
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How to share your Lounge?
If you want to share your Lounge before a Meeting, do the following:

The dialog box opens.
You have two ways to share the link:
a. COPY LINK if you want to paste the link in an email yourself.
b. EMAIL LINK if you want to open your default email program.

Choose which way you want to share the link to your Lounge.
All Participants that receive your link will see multiple options to join your Lounge. (If
you have set a Guest PIN this will be shown automatically).
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6 Manage a meeting
When you have a Meeting, an overview of all Participants will appear.

During a Meeting you can:
•
Add Guests to the Meeting by dialling.
•
Give Guests access to your VCLounge by sharing a link.
•
Lock or Unlock your VCLounge.
•
Accept a Waiting Guest.
•
Mute one or more Guests.
•
Remove a Participant.

6.1 Add Guests to the Meeting by Dialling
During a Meeting you can add Guests by Dialling.

Add one or more Guests.
You can add a Guest in three ways:
Type in the Video Address of the Guest you want to add and press the plus button.
b. Select the Video Address from the recents list and press the plus button.
c. Select a favourite from the favourites list and press the plus button.
a.
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Tip

Note

Guests to be dialled will be listed at the right of the screen.

Press the DIAL button.
The Guests will be dialled.

6.2 Share a link to your VCLounge
You can give access to your VCLounge by sharing a link. The Participant of the link can choose
how and when to join the VCLounge.
To share a link, do the following:
Press the SHARE button.
The dialog box opens.
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You have two ways to share the link.
a. COPY LINK if you want to paste the link in an email, calendar invite or
messenger program yourself.
b. EMAIL LINK if you want to open your default email program.

Choose which way you want to share the link to your Lounge.
All Participants of your link can choose how and when to join the VCLounge.

6.3 Mute or unmute all Guests
When a Guest is muted, his microphone signal is blocked. In VCLounge the Host can mute
individual Guests or mute all at the same time.
To mute or unmute all Guests at the same time, press the mute Guests icon.

Tip
Note

For the muted Guests the individual mute icon will be permanently visible. You can
unmute individual Guests by pressing the individual mute icon. Refer to section 6.7 for
more information.

6.4 Lock or unlock your VCLounge
When your VCLounge is locked, Guests who enter your VCLounge will automatically be added
to the Waiting Guests list. Being on that list means that the Guest is in your VCLounge, but not
participating in the Meeting yet. The Guest will only join the Meeting when you accept him/her.

To lock or unlock your VCLounge press the lock/unlock icon.
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6.5 Accept a Waiting Guest
When your VCLounge is locked, Guests who enter your VCLounge will automatically be added
to the Waiting Guests list. To accept a Waiting Guest press the plus icon.

6.6 Remove a Participant
To remove a Guest or a Host, do the following:
1. Press the expand icon from the Participant you want to remove.
2. Press the remove button.
3. Confirm you want to remove the Participant.
Tip
Note

If there’s only one Host in the Meeting and you remove this Participant, the Meeting will

end.

6.7 Mute or unmute an individual Guest
When a Guest is muted, his microphone signal is blocked. In VCLounge the Host can mute
individual Guests or mute all at the same time.
To mute or unmute an individual Guest, do the following:
1. Press the expand icon from the Participant you want to mute.
2. Press the mute icon.
For the muted Guests the individual mute icon will be permanently visible.

kinly.com

7 End a meeting
You can end a Meeting in two ways.
•
With the end Meeting icon.
•
By removing the Host(s).

7.1 End a Meeting with the end Meeting icon
To end a Meeting with the end Meeting icon, do the following:
1. During a Meeting press the end Meeting icon. The end Meeting
dialog box appears.
2. Press the button YES, END IT.

7.2 End a Meeting by removing the Host(s)
To have a Meeting in VCLounge at least need one Host is needed.
By removing all Hosts the Meeting will end automatically. To remove a Host, do the following:
1. During a Meeting press the expand button of the Host.
When this is the only Host (left) of the Meeting, the Remove the Host dialog box
appears.
2. Press the YES, END IT button.
The Meeting will be ended automatically.
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End a meeting
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8 Settings
8.1 Set or change the Host PIN
The Host PIN allows access to your Lounge as a Host.
To set or change the Host PIN do the following:
1. Press the settings icon.
2. Press the Host PIN form.
3. Enter a four-digit code.
4. Press the SAVE button.
You have set or changed the Host PIN.

8.2 Set or change the Guest PIN
The Guest PIN allows access to your Lounge as a Guest.
To set or change the Guest PIN do the following:
1. Press the settings icon.
2. Press the Guest PIN form.
3. Enter a four-digit code.
4. Press the SAVE button.
You have set or changed the Guest PIN.

8.3 Set or change the Default Video Endpoint
If you have a Default Video Endpoint you can set its address.
To set/change the Default Video Endpoint Address:
1. Press the settings icon.
2. Press the Default Video Endpoint form.
3. Enter the Video Address.
4. Press the SAVE button.
You have set/changed the Default Video Endpoint.
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9

FAQ

9.1 How to join or host a Meeting using WebRTC
If you want to join or host a Meeting using WebRTC do the following:
1. Press HOW TO JOIN. The how to join page appears.
2. Press the webbrowser Icon.
3. Enter the PIN code.
Use the Guest PIN to join as a Guest.

9.2 How can I make a Guest part of my favourites?
To add a Guest to your favourites, do the following:
1. Log in to VCLounge.
2. Press the Start Meeting button.
The three-step start a Meeting wizard opens. In the
left column you see recent Guest(s).
3. Press the star icon of the Guest(s) you want to be part of your favourites.

4.
5.

Press on favourites to check the list of favourite Guests.
Now, continue by doing one of the following:
• I f you want to organize a Meeting, continue the wizard. Refer to chapter 5 for
more information.
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• If you want to exit the wizard, press close at the upper right corner.

9.3 What happens when I start a Meeting without a Host?
When you start a Meeting it’s possible to add Guest(s) but skip add Host(s). The reason to do this can
be that you don’t know the Host Address. When you have finished the three-step start a Meeting
wizard, without adding a Host, the Meeting will not be active (yet). Instead you will see a remark to
add a Host at your VCLounge overview screen.

9.4 What happens when I start a Meeting without a Guest?
When you start a Meeting it’s possible to skip add Guest(s). The reason to do this can be that you
don’t know the Guest Addresses. When you have added one Host and finished the three-step start a
Meeting wizard, the Meeting will not be active (yet). Instead you will see a remark to add a Guest at
your VCLounge overview screen.
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9.5 In what ways can you enter VCLounge?
There are different ways to enter VCLounge as a Host. Which way you choose depends on which
hardware and/or software you want to use.
Press on HOW TO JOIN at the top of the screen for more information about how to join a VCLounge.

9.6 Why should I add more Hosts to a Meeting?
In general, when you organize a Meeting, you are the Host of that Meeting. In some cases, it can be
convenient to have more Hosts, for example when you are planning to leave the Meeting before the
other Participants (remember, a Meeting always needs at least one Host).

9.7 Where can I find more FAQs?

Go to Kinly.com to find more frequently asked questions

Naritaweg 114
1043 CA Amsterdam
The Netherlands
+31 20 5800 900
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