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VidyoDesktop F.A.Q.
1. How do I install VidyoDesktop? 

2. How do I login to Vidyo? 

3. How do I make a direct video call to someone? 

4. How do I join a video conference call in someone else’s room? 

5. How do I call a ViTS Conference Room?
6. How do I join a conference call in someone else’s room?

7. 
I’m hosting a video conference. How do I invite participants and set up my room? 

8. How do I secure my room for SBU (Sensitive But Unclassified) meetings?
9. Can I invite people outside of NASA to join my room?

10. 
Can someone else control a meeting in my room?
11. Can I add an audio telecon to my DMV meeting?
12. How do I record?
13. Is there a way for me to have an audio only conference call? 

14. Is there a way to identify the other participants in a conference call? 

15. How do I change the screen layout when I’m in a video call? 

16. How do I change the view of myself?
17. How do I share a presentation on my desktop?
18. How do I mute my microphone? 

19. Can I mute the audio during a call? 

20. Can I turn off my camera? 

21. How do I end a call? 

22. How do I logout of Vidyo? 

Q - How do I install VidyoDesktop?
A – Click the invitation link in your email. If Vidyo is not already installed you will be prompted to install VidyoDesktop (see Figure 20). Click Install VidyoDesktop to download the Vidyo Client software. Click Save in the dialog box (see Figure 28). Click Run on the next two dialog boxes to start the installation (Figures 21 & 22). Follow the prompts to complete the installation. Vidyo will automatically load after the installation. If you do not have admin rights on your PC you can download the client from the software portal at http://hpsrp.nasa.gov. (Note: If your center only allows https traffic, then you will need to contact ACES for further assistance in downloading and installing the client.) Once you’re there, click the Enterprise Plugins tab on the left. You will then see the Vidyo client at the bottom.
Figure 20: Install VidyoDesktop
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Figure 21: Download VidyoDesktop Software
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Figure 22: Run Downloaded Vidyo Software
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Q – How do I login to Vidyo?
A – Open the VidyoDesktop application. It will prompt you to login (see Figure 23). Enter https://dmv.cso.nasa.gov in the VidyoPortal field. Use your Launchpad (IdMAX) username and password to login. If you forgot your password, reset your password on the Launchpad server at: https://launchpad.nasa.gov. If you don’t have VidyoDesktop installed, you can download it rom https://dmv.cso.nasa.gov.
Figure 23: Login Page
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If this is your first time using Vidyo, the Configuration and Status box will appear. If you are using a USB camera or microphone, make sure that they are selected in their respective fields. Be sure to check the Echo Cancellation box as well (see Figure 24).
Figure 24: Configuration & Status Box
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Q – How do I make a direct video call to someone?
A –Type the name (or part of the name) of the person you want to call in the search bar at the top of the contact directory (see Figure 25). Click on the name of the person you are looking for. Select Call to call the person directly or click on one of the rooms listed to join their room. (You can add this person to your favorites by clicking the gold plus sign beside the contact’s name.) Note: You can also manually dial numbers to call endpoints, conference rooms, or people not listed in the Vidyo Contacts directory. 

Figure 25: Selecting A Contact for Direct Call
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Q – How do I call a ViTS Conference Room?
A – Manually dial the alias of the conference room you want to call. Type 01 + Alias of the ViTS room in the search bar on the home page. The number should look like this 012565559330. Click Call Direct to place the call. If you don't know the alias, contact the room operator for the room you are trying to call. If you are dialing a codec outside of NASA you can dial the IP address of the codec: 01 + xxx.xxx.xxx.xxx
Q – How do I call a DMV client from a ViTS room?

A – To join a DMV room from a NASA ViTS room dial 00 + Alias of the DMV Room (i.e - 00702561110364). 
Q – How do I join a video conference call in someone else’s room?
A – The preferred option is to click the invitation link of the person who is hosting the video call. If this is not available, type the name of the person who is hosting the conference call in the search bar of the contacts directory. Click the name of the host and then select the room you want to join (see Figure 26). (You can add this person to your favorites by clicking the Add Contact button beside the Call Direct button.) 

Figure 26: Joining Someone’s Room
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Q – I’m hosting a video conference. How do I invite participants and set up my room?
A – Right click on the VidyoDesktop icon in the toolbar and click Contacts. Select the Invite by Email [image: image8.png]


button. Your email client will load with a prepopulated email message (Figure 27). Simply add the email addresses of your invitees and send the message.
Figure 27: Email Message
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If you are hosting a meeting in your room and want to add additional participants, click on the Participants button [image: image10.png]


 on the toolbar and then click the Add Participants button [image: image11.png]


. Enter the name of the person or ViTS room you want to add in the search bar. Select the contact and click the Invite button (Figure 28).

Figure 28: Add Participant
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Another way to invite participants to your room is to click the Control Meeting tab (see Figure 29). Click the Add Participants button [image: image13.emf] to add people to your conference room. Type the name of person you want to add. Click the name and then click Add to include the person in your room (Figure 30). To add a ViTS room type 01 + Alias of the room in the search bar on the home page. The number should look like this 012565559330. Click Add to join the room to the call.
 Continue this until all participants have been added. When you are finished click the Done button (Figure 31). Now click the Connect All [image: image14.png]


 button to invite everyone and allow them into your room. Click Join Room to enter the conference. If you select your conference room and no one else has joined, you will see a self-view from your own camera. This is normal. You will see the other participants once they join your room. 

Figure 29: Control Meeting Page
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Figure 30: Add Contact to Conference Room
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Figure 31: List of Participants to Join Room
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Q – How do I secure my room for SBU (Sensitive But Unclassified) meetings?
A – There are two options for securing your room: using a PIN and locking the room. For both options, you need to go to the Control Meeting page of the room. To set a PIN, click on the Room Links button. Set a numeric room PIN and then click Save. Users should create a unique PIN for each SBU conference. To lock the room once all the participants have joined, click on the lock icon [image: image18.png]


. This will prevent anyone from joining the room, whether a PIN is set or not. If anyone drops out of the call prematurely you will need to unlock your room to allow them to rejoin. Be sure to unlock the room when you are finished. 

Note – NASA DMV users have the responsibility to protect NASA SBU data they are discussing and/or sharing while using the DMV service. The meeting host should be familiar with NASA SBU policies, the conference endpoint environments, and the capabiliites of the DMV system to adequately secure a SBU meeting. 

When DMV services are utilized for SBU communications, all Vidyo endpoints must meet LOA-1 (Level of Assurance) specifications at a minimum, which requires user authentication for accessing the Vidyo room. Guest users will be required to authenticate by providing their name and the room PIN number to access the meeting room. ViTS enpoints will also be required to enter a PIN to access the conference. The host user is required to setup their Vidyo meeting room for LOA-1 compliance prior to any scheduled SBU meetings. All participants are listed in the Participants list as they join the Vidyo room and can be disconnected by the host any time during the session. Although all content is encrypted (using AES encryption), it is the responsibility of the host user to make all users aware of SBU content being discussed or shared. Recording of SBU content is forbidden.
Q – Can I invite people outside of NASA to join my room?
A – Absolutely! Simply send them a link to your room and they can join as a guest. Guests will join via using the VidyoWeb plugin in their browser. Note: VidyoWeb does not include chat. If your guests need to use the chat feature, have them download the client software from https://dmv.cso.nasa.gov and then click on the meeting link to join as a guest. 
Q – Can someone else control a meeting in my room?

A – Yes, if you give them your moderator pin. To set your pin, right click on the VidyoDesktop icon in your toolbar and select Manage Account. Click on Control Meeting on the top right. Click on Room Links and create a moderator pin. Provide this pin to the person(s) you want to control your meeting room.
Q – Can I add an audio telecon to my DMV meeting?

A – Yes. First join the meeting room for your conference. Click the Show Participants button on the toolbar and then click Add Participant [image: image19.png]


. Search for Instant_Meeting_Audio_Line. Select it and click the Invite button below. If you are using a non-NASA Meet-Me number, enter the toll number in the Search bar using this string: 0103 + 1 + Area code + phone number (i.e – 010312021234567 Note – Use toll numbers only. Toll free numbers are not supported.) When prompted, enter conference PIN using the DTMF keypad [image: image20.png]


 in your Vidyo window. When the meeting is finished, go back to the Control Meeting page and disconnect the audio line.
Q – How do I record?
A – Go to the Control Meeting page for your meeting. In the bottom right corner of the page you will see options for recording. Click the red button to start recording and select the video quality you want (Basic, Standard or High Quality). We recommend using High Quality if you plan on sharing content (such as documents or PowerPoint presentations). Click the red button again to stop recording. Click the VidyoReplay Library to access your videos. You can also access the replay library directly by going to https://v-msfc-rp1-vidyo.vidyoproto.cso.nasa.gov and logging in with your Launchpad credentials. You can share the links to your videos, but they are only accessible from the NASA Network. You can also download the video and send it via Large File Transfer or upload it to another server. NOTE – Videos will be deleted after 30 days. 
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Q – Is there a way for me to have an audio only conference call?
A – Officially no. However, you can turn you camera off during a call. Click the Camera button [image: image22.png]


 to turn your camera off and on. You can also dial telephone numbers by entering 0103 + 1 + Area code + phone number (i.e – 010312021234567).
Q – Is there a way to identify the other participants in a conference call?
A – Yes. Click the Configuration button [image: image23.png]


 to open the configuration box.  Under Options, check the box beside Show Participant Names (see Figure 32). Click Apply and then Cancel.

Figure 32: How to Show Participants
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Q – How do I change the screen layout when I’m in a video call?
A – Click the Layout button on the toolbar to toggle between an active speaker [image: image25.png]


and hollywood squares [image: image26.png]


 layout.
Q – How do I change the view of myself?
A – Click the Self-View button [image: image27.png]


 to turn off your self-view or toggle between different screen layouts (Figures 43 & 44).

Figure 43
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Figure 44
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Q – How do I share a presentation on my desktop?
A – Click the share screen button [image: image30.png]


 to start sharing. Click the arrow to select the application or display you want to share. Click the share button again to stop sharing. 

If you are using a Windows PC with a single display and want to share a PowerPoint presentation, we recommend using the Reading View and sharing the presentation in VidyoDesktop. Go to the View tab and click on Reading View (Figure 35). This will display your presentation in a window and maintain the animations in the slide show. 
Figure 5
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Go back to your Vidyo window and click the share button to share your PowerPoint slide show.

If you are using a Mac with a single display and want to share a PowerPoint presentation, we recommend changing the show to “Browsed by an individual” and sharing the presentation in VidyoDesktop. Go to the Slide Show tab and click on Set Up Show. Set the show type to “Browsed by an Individual Window (window)” (Figure 36). 

Figure 6
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Click OK and click the Play button under the Slide Show tab to begin the presentation (Figure 37).
Figure 7
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Go back to your Vidyo window and click the share button to share your PowerPoint slide show.

Q – How do I mute my microphone?
A – Click the microphone button [image: image34.png]


 to mute your microphone. Click the arrow to adjust the microphone volume.
Q – Can I mute the audio during a call?
A – Click the speaker button [image: image35.png])



  to mute the audio. Click the arrow to adjust the audio level.
Q – Can I turn off my camera?
A – Yes. Click the camera button [image: image36.png]


 to turn off and on your camera. Of course, you are encouraged to leave it on. After all, that’s the whole point of a video conference. (
Q – How do I end a call? 
A – Click the disconnect button [image: image37.png]


 on the bottom right in the toolbar. 

Q – How do I logout of Vidyo?
A – Click the up arrow in your Windows taskbar and look for the Vidyo Desktop icon[image: image38.png]


. Right click the icon and select Log out. Select Quit if you want to completely close out Vidyo.
VidyoMobile F.A.Q.
1. How do I install the Vidyo App?
2. How do I login to VidyoMobile?
3. How do I make a direct video call to someone?
4. How do I call a ViTS Conference Room?
5. How do I join a video conference call in someone else’s room?
6. I’m hosting a video conference call. How do I get to my room?
7. Can I add an audio telecon to my DMV meeting?
8. Is there a way for me to have an audio only conference call?
9. Is there a way to identify the other participants in a conference call?
10. How do I change the screen layout when I’m in a video call?
11. How do I mute my microphone?
12. Can I mute the audio during a call?
13. How do I end a call? 
14. How do I logout of Vidyo?

Q - How do I install the Vidyo App?
A – Go to the Apple Store or Google Play and search for the VidyoMobile App. (The app is free.) Select the app and touch Install to begin the installation process.

Q – How do I login to VidyoMobile?
A – When you open the VidyoMobile App, you will see the following login screen (see Figure 48). Enter https://dmv.cso.nasa.gov in the Portal field. Enter your Launchpad/IdMAX username and password to login. If you forgot your password, reset your password on the Launchpad server. The Launchpad server is at: https://launchpad.nasa.gov. 
Figure 48: Login Screen
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Q – How do I make a direct video call to someone?
A – Touch the Contacts tab at the bottom of your screen (Figure 49). Type the name (or part of the name) of the person you want to call in the search bar at the top and select search. After you select the person you are looking for, that person’s details will be displayed. (You can add this person to your favorites by selecting the Add Contact button.) Select Call Direct to make a direct call to this person (see Figure 50). Note: You can only call endpoints, conference rooms, or people listed in your Vidyo Contacts directory. Future versions of the Vidyo client will allow you to manually dial numbers as you can do on the desktop client.
Figure 49: Contacts Page
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Figure 50: User Details – Call Direct
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Q – How do I call a ViTS Conference Room?
A – Manually dial the alias of the conference room you want to call. Type 01 + Alias of the ViTS room in the search bar on the home page. The number should look like this 012565559330. Click Call Direct to place the call. If you don't know the alias, contact the room operator for the room you are trying to call. If you are dialing a codec outside of NASA you can dial the IP address of the codec: 01 + xxx.xxx.xxx.xxx
Q – How do I join a video conference call in someone else’s room?
A - Touch the Contacts tab at the bottom of your screen. Type the name of the person who is hosting the conference call in the search bar. When you select the name of the host, the host’s details will be displayed. (You can add this person to your favorites by selecting the Add Contact button.) Select Join Room to join the host’s conference call (see Figure 51). Note: You can only call endpoints, conference rooms, or people listed in your Vidyo Contacts directory. Future versions of the Vidyo client will allow you to manually dial numbers as you can do on the desktop client.

Figure 51: User Details – Join Room
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Q – I’m hosting a video conference call. How do I get to my room?
A - Select the My Rooms tab to go to your personal conference room (see Figure 52). Select your room to join the conference. If you select your conference room and no one else has joined, you will see a self-view from your own camera. This is normal. You will see the other participants once they join your room. Note – You cannot send invites to your room from the VidyoMobile App, only via email (see I’m hosting a video conference. How do I invite participants and set up my room? under the VidyoDesktop FAQ).

Figure 52: My Rooms
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Q – Can I add an audio telecon to my DMV meeting?

A – Yes, but you will have to login to your account on a computer in order to enter the passcode. After you login, join the meeting room for your conference. Then go to the Control Meeting page for the meeting room. Click on Add Participant and dial 0103 + 1 + Area code + phone number (i.e – 010312021234567 Note – Use toll numbers only. Toll free numbers are not supported. The toll number for your Verizon Instant Meeting account is printed on your Verizon Instant Meeting Account card. If you don't have a card, contact the NTC.) When prompted, enter conference PIN using the DTMF keypad [image: image44.png]


 in your Vidyo window. 
Q – Is there a way for me to have an audio only conference call?
A – Officially no. However, you can turn you camera off during a call. Once you join a call, touch the screen near the bottom of the call. This will bring up a menu. Select the [image: image45.png]


 button to turn your camera off and on.  Turning your camera off will also save bandwidth if you are having bandwidth issues on a wireless network or on 3G. You can also dial telephone numbers by entering 0103 + 1 + Area code + phone number (i.e – 010312021234567).
Q – Is there a way to identify the other participants in a conference call?
A – Yes. Touch the screen near the bottom of the conference call. A menu will display. Select the [image: image46.png]


 button to toggle the names of the other participants.  

Q – How do I change the screen layout when I’m in a video call?
A – When you begin a call Vidyo automatically arranges the screens based on the horizontal (Figure 53) or vertical (Figure 54) orientation of your device. To change the view, turn your device horizontally or vertically (depending on your current orientation).

Figure 53: Horizontal Layout
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Figure 54: Vertical Layout
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Q – How do I mute my microphone?
A – Touch the screen near the bottom of the video call. A menu will display. Select the [image: image49.png]


 button to mute your mic.
Q – Can I mute the audio during a call?
A – Yes. Touch the screen near the bottom of the video call. A menu will display. Select the [image: image50.png]


  button to mute the audio.  

Q – How do I end a call? 
A – Touch the screen near the bottom of the video call. A menu will display. Select the [image: image51.png]


 button to end the call. 
Q – How do I logout of Vidyo?
A – Select the Settings tab at the bottom of the screen. Touch the Logout button. (see Figure 55)

Figure 55: Settings Page
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