WU Virtual University of Pakistan
TeamViewer Meeting

How to create User Account:

Start TeamViewer and click on “Computers & Contacts” option in the right bottom,
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Enter your account information and click “Next”

Create TeamViewer account

If you have a TeamViewer account you can add this computer to
the list of your computers. In your computer list you will see if
this computer is online and connect to it directly.
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Password

Confirm password

[ subscribe to our free newsletter

< Back | Next >

Your computer name will appear automatically, provide your password then click “Next”; a new window
will appear click on “Finish” to complete the process. You will be logged in to TeamViewer.
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Set Access Rights

Click on “Extras” and select “Options” from this menu.
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Click on “Meeting” then select “Custom settings” under “Meeting defaults”.
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Then click on “Configure” under “Custom settings” tab. A new dialog box will appear.
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Set “Allow chat” and “See other participants” as “Allow”, rest of the options are set as “Allow
manually”. Then click “Ok”.
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This dialog allows you to edit the access rights for each operation.
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Click “Ok” to apply settings.
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How TO SCHEDULE A MEETING

Select “Schedule a meeting” on main window,
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In “Subject” provide meeting name. Set start date & time and End date & Time as desired. Click on
“Save” button to save this information.

Subject Cs5201 - Inh’nﬂucﬁun to Programming

Start 21-Apr-14 [Jv 200PM v [(UTC+05:00) Islamabad, v |
End 21-Apr-14 [+  230PM -

Password Optional

[¥]5ave meeting for later reuse!

Configure Conference Call




As you save settings, an outlook dialog box will appear with meeting id and other details. Enter the email
addresses of persons to whom you want to invite to this meeting. Click on “Send”.
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wiww tzamviewer.coim - Casy online meeting & screan sharing

If you have not configured outlook on your PC then following window will appear, click on “Invite”.

[ a My Meetings . M1

[ New Meeting. ..

Subject Start Meeting ID Start

C5201 - Introduction to Pragramming 21-Apr-14 2:00 PM m33-167-645
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Delete
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New window will appear, click on “Copy to Clipboard”

[ E-l Invite Participants M-‘

Your message text

Hello, -

Please join the meeting, by dicking on this link:
http: /fgo. teamviewer.comfvS/m34421025

Meeting ID: m84-421-025

Regards,
Ahsan@HO

www, teamviewer.com - Easy online meeting & screen sharing

[ Open as e-mail ] [Cnpy to Clipboard I I Cancel

Open your VU email account in browser, click on compose. Right click and paste you meeting
information. Enter the email addresses of persons to whom you want to join this meeting. Click on send.
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To Start Meeting

Open your TeamViewer, click on “My meetings” and a dialog box appears with detail of your scheduled
meetings. Select your desired meeting and press “Start” button to start.
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How to grant permission to Participant

Click on the down arrow in front of specific user and grant him required permissions. You can grant
required permission to any user requesting for it through chat.
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