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Logging In to Huawei Cloud Meeting
Management Platform

Use any of the following browsers to visit the Huawei Cloud Meeting
Management Platform:

e Internet Explorer 11
e Google Chrome 46 or later
e  Firefox 41 or later

Enter your account and password and click Log In. (You can obtain the account
details from the email that Huawei Cloud Meeting sends to you after account
registration.)

[ED e Cloud Meetng arsareri

A& Password Login
e /.
N
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Creating a Meeting

2.1 Creating an Instant Meeting or Scheduling a
Meeting

You can create an instant meeting or schedule a meeting. (The scheduled meeting
can be edited, canceled, and shared.)

Log in to the Huawei Cloud Meeting Management Platform and choose Meetings
> Create Meeting in the navigation pane.

EF,\B.HEICCJH eeling Management Platiom

Create Meeting

Weetings
* Meeting Topic Mesting
My Meetings

* Meeting Type O Video Voice

Create Meeting

Meeting History ¥ Time Now Specifictime |  Recurring

Meeting Templates

2023/08/28 11:00
1 My Recordings
Time Zong (GMT+08:00) Beijing, Chongging, Hong Ko... v/
Extemal Contacts
2 Meeting Settings * Meeting Duration 2 hours v - 00minutes v
My Profile Description
)
Participants (1) Aad Participant
Home
Enterprise Management
= Meeting Room Devices
Open To Everyone v
@ Meetings
Waiting room Enable waiting room for all (&
Advanced Settings
Meeting Resource v
Meeting ID © Rendom
Enable guest
Meeting Nofification Email Calendar emai

Advanced Parameters
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Parameter description

Parameter

Description

Participants

Click the plus sign (+) to add contacts or hard terminals from
the corporate directory. You can also add external contacts as
participants, but only after adding them on the External
Contacts page first. For details about adding external
contacts, see Adding an External Contact.

Meeting
Resource

Cloud meeting room: If your enterprise has purchased cloud
meeting rooms and the administrator has allocated a cloud
meeting room to you, you can select the allocated cloud
meeting room.

Meeting ID

e (loud meeting room ID: If your enterprise has purchased
cloud meeting rooms and the administrator has allocated
a cloud meeting room to you, you can select the ID of the
allocated cloud meeting room.

e Random: Select this option if the meeting to be hosted
has high security requirements or multiple meetings need
to be hosted in the same time segment.

Description

Add the meeting description, including the meeting location,
agenda, and precautions.

Advanced
Parameters

Allow guests to join meeting ahead of the host: Allow
guests to join the meeting ahead of the host by the time you
configure.

NOTE
Simultaneous interpretation is available only in a specific version. If
you want to try this function, send an email to
hcmeeting@huaweicloud.com or contact Huawei sales.

Enable simultaneous interpretation: If this option is
selected, set interpreter groups and whether to automatically

enable simultaneous interpretation after joining the meeting.
For details, see Simultaneous Interpretation.

Screen Layout: Click Set to preset the layout. For details, see
Setting Continuous Presence.

NOTE
This parameter can be set when your enterprise purchases the
recording storage space. For details about how to purchase resources,
see Buying a Meeting Resource Package.

Automatically start recording after joining meeting: If this
option is selected, cloud recording is automatically started
when the host joins the meeting. For details, see Recording a
Meeting.

If a meeting created using the personal meeting ID is in progress, the system
displays a message indicating that the meeting time conflicts when you set Time
to Now. You can perform the following operations:

Issue 03 (2023-10-18) Copyright © Huawei Technologies Co., Ltd.
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e Join Now: Join the ongoing meeting.
e Meeting Control: Go to the meeting control page.
e Continue: Create an instant meeting using a random meeting ID.

Confirm

Amesting is in progress. Click Join Now o join the mesting, ciick Mesting Control to control the
meeting, or click Continue to schedule a new meefing.

(11 NOTE

If a meeting created using a cloud meeting room ID is in progress, you cannot use the cloud
meeting room ID to create an instant meeting.

Adding Description

When scheduling a meeting, you can add the meeting description, including the
meeting location, agenda, and precautions.

Issue 03 (2023-10-18) Copyright © Huawei Technologies Co., Ltd. 4
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Create Meeting

* Meeting Topic s Meeting
* Meeting Type © Video Voice
* Time Now Specific time ‘ Recurring
2022/06/13 12:00
Time Zone (GMT+08:00) I \4
* Meeting Duration 0 hours v - 45minutes v
LDes:fpton
Participants (1) Add Participant
Open To Everyone v
Meeting Resource (100 participants) v
Meeting ID 168! © Random

Allowing Guests to Join Meeting Ahead of the Host

When creating a meeting, you can allow guests to join the meeting ahead of the
host by the time you configure.

Step 1 On the page for creating a meeting, click Advanced Parameters.

Step 2 Select Allow guests to join meeting ahead of the host.

Figure 2-1 Allowing guests to join the meeting ahead of the host

Advanced Parameters

Conference Settings Allow guests to join meeting ahead of the host

At any time v  before the meeting starts

Step 3 (Optional) Set the time when guests can join the meeting early.

e If you set Meeting ID to Random, you can set the time to At any time, 5
minutes, 10 minutes, 15 minutes, or 30 minutes.

e If you set Meeting ID to Personal, this item is unavailable.
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Figure 2-2 Allowing guests to join the meeting with a random ID ahead of the

host
Meeting ID © Random
Enable auest
At any time
Meeting Motification El 5 minutes indar email
Advanced Parameters 10 minutes
15 minutes
Conference Settings Al 30 minutes 1eeting ahead of the host

| Atany time A | before the mesting starts

Figure 2-3 Allowing guests to join the meeting with your personal ID ahead of the

host
Meeting ID (e Random
Enable guest
Meeting Motification Email Calendar email

Advanced Parameters

Conference Settings Allow guests to join meeting ahead of the host

--—-End

2.2 Creating a Recurring Meeting

Procedure

For meetings held at a fixed frequency (for example, weekly or monthly), you can
use the recurring meeting function to schedule multiple meetings at a time,
saving the meeting reservation time.

You can create recurring meetings by choosing Meetings > Create Meeting on
the Huawei Cloud Meeting Management Platform. If your meeting needs
recording, click Advanced Parameters and configure required parameters.

Issue 03 (2023-10-18) Copyright © Huawei Technologies Co., Ltd. 6
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My Meetings

Create Meeting

* Meeting Topic 's Meeting
Meeting History * Meeting Type © Video Voice
Meeting Templates =
) My Recordings
Every week Until 2022/07/25. Total meetings: 19.
External Contacts
Meeting Settings Daily © Weekiy Monthly
My Profile S [ 1 eek
Sun Thur F S
Home
Range of Occurrence 2022/06/13 - 2022/07125 @
Enterprise Management
Start Time 14:30
Meeting Room Devices
B Meetings Time Zone (GMT+08:00) | v
it Dashboard * Meeting Duration 0 hours v - 45minutes v
= Advanced Settings
Description
Open To Everyone v
Meeting Resource (100 participants) v
Meeting ID 168 © Random
Enable guest
Meeting Notification Email Calendar email
Advance Notification Days 7 v
Advanced Parameters
Create Cancel
Parameter description
.
Parameter Description
Recurring You can schedule a recurring meeting based on the following
frequency:

e Daily
Hold a meeting every several days. Value range: 1 to 15.
e Weekly
Hold a meeting every several weeks. Value range: 1 to 5.
You can select one or more days in a week.

e Monthly
Hold a meeting every several months. Value range: 1 to 3.
You can select any day in a month.
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Parameter Description
Participants Click the plus sign (+) to add contacts or hard terminals from

the corporate directory. You can also add external contacts as
participants, but only after adding them on the External
Contacts page first. For details about adding external
contacts, see Adding an External Contact.

Meeting Cloud meeting room: If your enterprise has purchased cloud
Resource meeting rooms and the administrator has allocated a cloud
meeting room to you, you can select the allocated cloud
meeting room.

Meeting ID e (loud meeting room [D. If your enterprise has purchased
cloud meeting rooms and the administrator has allocated
a cloud meeting room to you, you can select the ID of the
allocated cloud meeting room.

e Random: Select this option if the meeting to be hosted
has high security requirements or multiple meetings need
to be hosted in the same time segment.

Advanced e Configure whether to enable recording. For details about
Parameters how to record a meeting, see Recording a Meeting.

e To preset continuous presence, click Set next to Screen
Layout. For details, see Setting Continuous Presence.

Editing or Canceling Recurring Meetings
After creating a recurring meeting series, you can view all recurring meetings on
the My Meetings page.

E Huawe Cloud Meeting Wenagevent Petiom Hostestrg | (%) TaskOever | (9) QuicLirks Eris!

selings My Meetings u

Meglings Reaurig ) T mestog il st in 0G:2505. You canjoi 1 aance o

202308130 16:00 - 2023/083C 13:00

Host( | Guest(

Create Mezting

Meefing History
Meeting Control

Meefing Tempétes

ke Show Mor2

Range of ccurence: 20230830-20231C/1 Every ek (Wednesday) Remaring meetings 7 Exgand
# External Contacts

You can edit, cancel, or share a recurring meeting series.

e Click Edit in the upper right corner of a recurring meeting to modify it or all
recurring meetings.
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Edit Recurring Meeting

‘You can edit the curtent meeting or all meetings in this series.

A

e C(lick Cancel in the upper right corner of a recurring meeting to cancel it or all
recurring meetings.

Cancel Recurring Meeting
Entire serles of meetings.

s Tine Ouston
2023080 1600 2hours 0 minutes
20230506 1600 2hours 0 minutes
20230513 1600 2hous 0 minues
20230920 1500 2hours 0 minutes
21230927 1600 2hours 0 minutes
20231004 1600 2hours 0 minutes

202310-11 1600 2hours 0 minutes

e Click Share in the upper right corner of a recurring meeting to share it to
others.

o join the meetin ik or enter the:
cloud meeting ID in the Huawei Cloud Meeting cient, Huaviei Cloud Meeting Management Platform, or 2 meeting terminal.

Meeting Topic s Mesting

Time 2023108730 16:00 - 2023/08/30 18:00
Cloud Meeting ID

Meeling Password

Meing Link

Issue 03 (2023-10-18) Copyright © Huawei Technologies Co., Ltd. 9
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Joining or Controlling a Meeting

e Join a meeting or start meeting control from the Meeting Created page.

- Click Join Now to join the meeting using the Huawei Cloud Meeting PC
client.

- Click Meeting Control to access the meeting control page.
B e

@ Meeting Created

Meeting created.

ye001

Advanced Settings

e Join a meeting or start meeting control from the My Meetings page.
- Click Join Meeting to join the meeting using the PC client.
- Click Meeting Control to access the meeting control page.

e Scan the QR code to join a meeting using the Huawei Cloud Meeting mobile
app.

Issue 03 (2023-10-18) Copyright © Huawei Technologies Co., Ltd. 10
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Controlling a Meeting

You can access the Meeting Control page as the meeting administrator and
control the meeting.

Setting the Host

You can set yourself or a participant as the meeting host.

yc001's Meeting
Meeting ID: 289801196 Meeting Time: 00:26-01:26  Current Participants: 22 Duration: 5 minutes tails End Meeting

L S

ECJ
B
£
&

) Y002

e If you join the meeting, you automatically become the host.
e If you have not joined the meeting, there is no host in the meeting. You can

set a participant as the host. On the Meeting Control page, right-click a
participant in the participant list and choose Set as Host.

Adding a Participant

You can add participants on the Meeting Control page.

Issue 03 (2023-10-18) Copyright © Huawei Technologies Co., Ltd. 11
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Select this check box
to invite users by
department.

E o

Click the drop-down
arrow to select a method
of joining the meeting.

e Add contacts or hard terminals from the corporate directory and specify Join-
Meeting Method to configure them to join the meeting using clients or
mobile numbers.

(11 NOTE

Departments are displayed on the left navigation tree. You can invite users by
department.

e After the enterprise administrator adds external contacts, you can invite them
to the meeting.

e In the text boxes next to Other Participant, enter the name (optional) and
number (mandatory) of an external contact or terminal to add them as a
participant.

Removing a Participant

You can remove participants on the Meeting Control page.

| EN
yc001's Meeting
Meeting ID: 289801196  Meeting Time: 00:26-01:26  Current Participants: 272 Duration: 5 minutes ~ Details End Meeting
Meeting Control
Status 5% Automatic continuous presence & Unmute Al 8
v [T 1] un
S L& \!/ & 1 133 3] [O) a
Add Participant Call Participant Unmute All Mute All Enable Voice Activation  Set Host Polling Continuous Presence Start Recording Meeting Settings

Participants 2 Fiter

Name Operation Status in Meeting Type Network Detais

el o @ o P Video il In meeting
@) Ye002 9 @ A : ] Video aill In meeting

) View by Host

7 PinonTop @
2 Rename

(® Allow Recording

[ Invite to Share

& Setas Host

A Setas co-nost

[E] Participant Details

> Disconnect

e Right-click the participant you want to remove in the participant list and
choose Remove.

e Right-click the participant you want to remove in the participant list and
choose Disconnect.
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Calling a Participant

If a meeting has started but some participants have not joined, you can directly
call them to invite them to the meeting immediately.

e
yc001's Meeting
Meeting ID: 289801196 Meeting Time: 00:26-01:26  Current Participants: 22 Duration: 11 minutes ~ Details
Meeting Control

St  Automati i P

an 1]
L] & Hd H & o]
Add partcpant Unmte Al Mute Al Enable Voce Actvation Set FostPoling Contin Start Recording Mesting Settngs
Participants
Nare 3 Operaton Sttus i esing e Network oetis
g X @ & & i Video il Inmeeting
@) veoo2 & @ & ] Video il Inmeeting

e C(lick Call Participant to call all participants who have not joined the
meeting.

o Click ' inthe Operation column to call a participant who has not joined the
meeting.
Muting or Unmuting a Participant
e  You can mute all participants or an individual participant.

- Click Mute All to mute all participants except the host.

- To unmute a participant, click ‘Q—" in the Operation column of the row
containing the participant.

All participants will be muted.

Alow participants to unmute themsefves

e You can unmute all participants or an individual participant.
- Click Unmute All to unmute all participants.

- To unmute a participant, click Qf in the Operation column of the row
containing the participant.

| EN
yc001's Meeting

Meeting ID: 289801196 Meeting Time: 00:26-01:26  Current Participants: 22 Duration: 14 minutes  Details End Meeting
Mesing Contol
Status 88 Automatic continuous presence & Unmute All ﬁ
2 - us .
2 [ & ¥ H H Hd & o
AdoParicpant Cai Paricant Unuto A MioAl  EnsboVocoAdvaion  SelbestPoing  ConnuousPresence  SteRcouing  Mectng Setngs

Participants

sowe & J— s veng e e e

e Q{ @ i ) Vide all I ot
,,,,,, ® L & deo a in meeting
L) veo2 9 @ 4 o a Video il In meeting
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Enabling or Disabling Voice Activation

By default, voice activation is enabled. On terminals, the feed of the participant
with the loudest voice is framed in blue or the participant with the loudest voice is
displayed in the large feed. In discussions, the speaker always stays as the focus of

ax
yc001's Meeting
Nootng D 203601196 Meotng Tie: 026-0126  CurentPatpanis 22 Duraton. 14 mindes  Detais
Meeting Control
s m &
v T
L S e & e & o
Add Participant Call Participant Unmute Al Mute Al Continuous Presence St Recording Meeting Setting:
Partcipants
Nme s opmen  sawsoven pe twork Detais
y, gt % @ o & i Vi i Inmeeting
) eoo: Qo @ 4 ] Vid il Inmeeting

If you enable voice activation, all participants are automatically unmuted.

Displaying Participants in Turn

If you start displaying participants in turn on the host's terminal, only one feed is
displayed on the host's terminal, and the feed shows all participants one by one in
turn at a specific interval. Feeds displayed to guests remains unchanged.

L] NOTE
This function is not supported if the host is using a multi-stream terminal.
Example:
A meeting has four participants: A, B, C, and D. Participant A is the host.

On the meeting control page, click Set Host Polling.
Set Polling Interval (s) to 20.
Click OK.

- Feeds of participants B, C, and D is displayed on host A's terminal in turn
at an interval of 20 seconds.

- Feeds displayed to participants B, C, and D remains unchanged.

Set Host Poling

Issue 03 (2023-10-18) Copyright © Huawei Technologies Co., Ltd. 14
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Setting Continuous Presence
You can set continuous presence to enable participants to view each other.
Example:

A meeting has three participants: A (TE40, single-stream), B (mobile app, multi-
stream), and C (PC client, multi-stream). Participant A is the host.

1. On the Meeting Control page, click Continuous Presence and select Set
Continuous Presence from the drop-down list.

2. Select Custom continuous presence.
3. Select the 3-screen layout.
4. Populate screens.
- Manually drag or double-click a participant.

Drag A, B, and C to screens 1, 2, and 3 respectively, or double-click A, B,
and C respectively so that the screens are automatically populated in
sequence.

- Automatically populate participants.
Click More and choose Auto Populate Screens.

Click More and choose Clear Layout or Save Layout to clear or save the
current layout.

5. Click Save.

Participants A and C view the three-screen layout on their terminal. Screen 1
displays participant A, screen 2 displays participant B, and screen 3 displays
participant C. Participant B can customize continuous presence.

ye001's Meeting
Meeting 10289801196

T e é 2 - ‘ °
! (Fr— :
-
-
0
(. 1]
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Terminal continuous presence

Participant A (TE40) Participant B (mobile app)

Participant C (PC client) —————————

Participant A's feed

Participant A's feed

Participant B's feed Participant C's feed

Participant
B's feed

The PC of participant A and TE40 of participant C and PC display the three-screen continuous presence set by the
host, and the mobile phone of participant B displays the continuous presence set by participant B.

(11 NOTE

e If participants are displayed in turn on the host's terminal, stop displaying participants in
turn on the host's terminal first, so the host can view the configured continuous
presence.

e If the participant who is given the floor or being broadcast is using a single-stream
terminal, the participant can view the custom continuous presence only after you click
Continuous Presence and select Broadcast Continuous Presence.

e Click Enable Continuous Presence to unmute all participants so they can discuss freely.

Broadcasting Continuous Presence

Click Continuous Presence and select Broadcast Continuous Presence to
broadcast the set continuous presence. For example, if you have set and broadcast
three-screen continuous presence, three screens are displayed on hard terminals
and the PC client. Participants using the mobile app can customize the video
layout.

59801196 Meeting Time: 0026-01:26  Current Participanis: 1 wration: 19 minutes € End Meeting

Enabling Voice-activated Continuous Presence

Click Continuous Presence and select Enable Continuous Presence to enable
voice-activated continuous presence. The participant speaking loudest will be

Issue 03 (2023-10-18) Copyright © Huawei Technologies Co., Ltd. 16
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displayed in the large screen. On TE series terminals, the feed of the participant
speaking loudest will also be framed in green.

-
yc001's Meeting

Viewing Continuous Presence
If you are the host and want to view continuous presence, click Continuous

[ ]
Presence and select View Continuous Presence from the drop-down list.
2 4 & & &
e To view a participant's feed, right-click the participant and choose View by

Host from the shortcut menu.

ye001's Meeting
kg B ES1i5 ey el Bifieipiiis 3 End Mecing

artcipans.

Lowering Hands

If all participants are muted and cannot unmute themselves, participants can raise
hands to request the floor. When a participant is raising a hand, you can right-click
the participant and choose Cancel Hand Raising to respond to the participant. If
you allow the participant to speak, you can unmute the participant or give the

floor to the participant.
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Huawei Cloud Meeting
Administrator Guide Web 4 Controlling a Meeting

yc001's Meeting

Giving the Floor to or Broadcasting a Participant

To view the feed of a participant, you can give the floor to or broadcast the
participant.

Yc001's Meeting

e If you give the floor to participant A and the host is in the meeting, all
participants view the video of participant A, and the host and participant A
are unmuted. If no host is in the meeting, all participants view the video of
participant A, and the muting status of all participants remains unchanged.

e If you broadcast participant A, all participants view the video of participant A
regardless of whether there is a host in the meeting. The muting status of all
participants remains unchanged.

Pinning Participants on Top

If there are a large number of participants in the meeting, you can pin a
participant to the top and drag and drop participants to sort them.

Issue 03 (2023-10-18) Copyright © Huawei Technologies Co., Ltd. 18
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Meeting ID: 5¢ Meeting Time: 14:53-17.23  Current Partcipants: 22 Duration: 2hours 11 minutes  Detais

Meeting Control

Status 32 Automat 6
L L & &
1 Partcpant e e Stant Recorang 9 seting:
Participants.
AN(2)
ame osaraten Fe— Tive o o
% @ 2 & e
* P 2 Adeo al
| e
Meetng 10:5: Meetng Time: 14531723 Curent Paricpants: 43 Duraton: 2hours 16 minutes  Detais
Meeting Control
st * EI
Y A\ L ¥ = L = &
o Can Partcpa mute A ute A1 Vo Actatio Set HostPoting Continuous Presence St Recorang Meeting Setings
Pancpants
)
ame overmen weos e — o
® ® & - Video il In meeting
®x @ &2 Vigeo il Inmeeting
Orag o Reorser
o @ o Y

Configuring Other Settings

You can modify meeting settings.

Meeting Settings

Local Recorang Avalable To | Host only

e You can change the range of participants that are allowed to join a meeting.
- Everyone: Users inside and outside your enterprise can join the meeting.
- Corporate users: Only enterprise users can join the meeting.
- Invited users: Only the invited user can join the meeting.

e You can choose whether to lock the sharing. After the sharing is locked, only
the host can initiate sharing.

e  You can choose whether to allow participants to unmute themselves.
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Filtering Participants

During a meeting, you can filter participants to quickly find unmuted participants,

absent participants, or participants who are raising hands. You can also find
participants who join the meeting using a specific type of terminals.

Other Meeting Control Operations

Besides the preceding operations, you can perform other meeting control
operations.

ye001's Meeting
Mesting I0: 269601196 1

End Meeti
e Click to end the meeting.

e (lick & to lock the meeting. Users can join a locked meeting only by
accepting an invitation from the host.

Issue 03 (2023-10-18) Copyright © Huawei Technologies Co., Ltd.
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Recording a Meeting

5.1 Setting Recording

On the Huawei Cloud Meeting Management Platform, you can set local recording
permissions, cloud recording type, advanced cloud recording settings, and cloud
recording playback permissions.

After settings, enterprise users can use related recording functions.

Precautions

e After you enable local recording on the Huawei Cloud Meeting Management
Platform, enterprise users can perform local recording on the desktop client.
For details, see Recording a Meeting Locally.

e After an enterprise purchases the recording storage space, users under this
enterprise can use cloud recording. For details about how to purchase the
recording storage space, see Buying a Meeting Resource Package.

Local Recording
Enable or disable local recording for an enterprise as an administrator.
Step 1 Log in to the Huawei Cloud Meeting Management Platform.
Step 2 In the navigation, choose Administrator > Meetings > Meeting Settings.
On the Basic Settings tab, click Recording & Live Broadcast.

Step 3 Switch on or off Local recording.
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Figure 5-1 Local recording

Meeting Reservation

| Recording & Live Broadcast

In Meeting

| | Recording & Live Broadcast ||Loca recording

© |

Meeting Notification Cloud Recording Type

After Meeting Shared screen with the speaker view Speaker view Shared screen
Other Advanced & Live Broadcast Settings
Display participant names Superimpose speaker's small screen on the shared screen

Cloud Recording Playback

Watch and download by participants

--—-End

Cloud Recording Types

Audio only

Set the cloud recording types as an enterprise administrator.

Recording files of the selected types are generated when enterprise users perform

cloud recording.

Step 1 Log in to the Huawei Cloud Meeting Management Platform.

Step 2 In the navigation, choose Administrator > Meetings > Meeting Settings.

On the Basic Settings tab, click Recording & Live Broadcast.

Step 3 Select a cloud recording type as required.

Table 5-1 describes the cloud recording types.

Figure 5-2 Selecting a cloud recording type

IMeeting Reservation

| Recording & Live Broadcast

In Meeting

Meeting Notification Cloud Recording Type

Afler Meeting Shared screen with the speaker view Speaker view Shared screen Audio only

Other Advanced & Live Broadcast Settings

Display participant names Superimpose speaker's small screen on the shared screen
Cloud Recording Playback
Watch and download by participants
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Table 5-1 Cloud recording types

Cloud Recording Recording Content
Type

Shared screen with | ¢ When no one is sharing
the speaker view

- In automatic continuous presence mode, the video
of the loudest participant is recorded.

- When the host broadcasts a participant, gives the
floor to a participant, or broadcasts continuous
presence, the corresponding video is recorded.

e When someone is sharing
The shared screen will be recorded. You can configure
advanced settings to record the presenter video
together.

Speaker view e |n automatic continuous presence mode, the video of
the loudest participant is recorded.

e When the host broadcasts a participant, gives the floor
to a participant, or broadcasts continuous presence, the
corresponding video is recorded.

Shared screen e If no one is sharing, no recording file is generated.
e When someone is sharing, the shared video is recorded.

Audio only Mixed audio in the meeting is recorded.

Step 4 Click Save.
----End

Advanced Settings of Cloud Recording and Live Broadcast
Configure advanced cloud recording settings as an enterprise administrator.
Step 1 Log in to the Huawei Cloud Meeting Management Platform.
Step 2 In the navigation, choose Administrator > Meetings > Meeting Settings.
On the Basic Settings tab, click Recording & Live Broadcast.
Step 3 Select options as required.

Table 5-2 describes the advanced settings of cloud recording and live broadcast.

Figure 5-3 Advanced settings of cloud recording and live broadcast

Meeting Reservation

| Recording & Live Broadcast

In Meeting

Recording & Live Broadcast | Local recording ©

Mezting Notification Cloud Recording Type
Share

reen with the spe:

After Meeting

Other Advanced & Live Broadcast Settings

Display participant names Superimpose speaker’s small sereen on the shared screen

Cloud Recording Playback

Watch and download by participants
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Table 5-2 Advanced settings of cloud recording and live broadcast

Option Description

Display participant names | If enabled, the participant name is displayed in the
lower left corner of the video of a participant
whose enables the camera in the recording file.

Superimpose speaker's e This option is valid only when Shared screen
small screen on the shared with the speaker view is selected as a cloud
screen recording type.

e If enabled, the large screen in the cloud
recording file displays the shared screen, and
the small screen in the upper right corner
displays the video of the loudest participant.

Step 4 Click Save.
----End

Cloud Recording Playback
Set the cloud recording playback permission as an enterprise administrator.
Step 1 Log in to the Huawei Cloud Meeting Management Platform.
Step 2 In the navigation, choose Administrator > Meetings > Meeting Settings.
On the Basic Settings tab, click Recording & Live Broadcast.

Step 3 In the Cloud Recording Playback area, select Watch and download by
enterprise users or Watch and download by participants.

Only users in the specified range can play cloud recording files.

Figure 5-4 Setting the cloud recording playback permission

Meeting Reservation
| Recording & Live Broadcast

In Meeting

‘ Recording & Live Broadcast ocal recording
Meeting Notification
After Meeting

Other

Cloud Recording

Watch and download by participants

Walch and download by enterprise users

Watch and download by participants

--—-End

5.2 Using Cloud Recording

When creating a meeting, the host can enable the function of automatically
starting recording after joining the meeting.
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After a meeting starts, the host can start, pause, or stop cloud recording on the
meeting control page.

Precautions

e After an enterprise purchases the recording storage space, users under this
enterprise can use cloud recording. For details about how to purchase the
recording storage space, see Buying a Meeting Resource Package.

e  Only the host can use cloud recording.
e  Recording files

- After the recording is complete, the system automatically generates a
recording file. For details about how to view, download, and share the
recording file, see Managing Recordings.

- The type of the recording file depends on the recording settings
configured by the enterprise administrator. For details about the
recording content, see Table 5-1.

Creating an Automatic Recording Meeting

Step 1 Log in to the Huawei Cloud Meeting Management Platform.
Step 2 In the navigation pane, choose Meetings > Create Meeting.

Step 3 Set meeting parameters, click Advanced Parameters, and enable Automatically
start recording after joining meeting next to Live/Recording Settings.
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Figure 5-5 Automatically start recording after joining meeting

B Huawei Cloud Meeting Management Platform

Open To Everyone v
E Meetings
Waiting room Enable waiting room for all @
My Meetings
Meeting Meeting Resource v
Megting History Meeting ID © Random

Meeting Templates
Enable guest

[ My Recordings
Meeting Notification Email Calendar email

&

¢ External Contacts

Advanced Parameters

£d Meeting Settings

2 My Profile Conference Settings Allow guests to join meeting ahead of the host
Atanytime v before the meeting starts
Enable simultaneous interpretation
(1 Home

Screen Layout

(%]
!

B Enterprise Management

& Meeting Room Devices Resolution 1080p UHD video

& Meetings

|

Live/Recording Settings | Automatically start recording after joining meeting

55 Advanced Settings

Step 4 Click Create.
After the host joins the meeting, the meeting automatically starts cloud recording.

--—-End

Starting, Pausing, or Stopping Cloud Recording

Step 1 Access the meeting control page as the host.

Step 2 Click Start Cloud Recording on the meeting control bar to start recording.

Figure 5-6 Starting cloud recording

Status 5]

% S L & o
adaparpan canpancpan e estng setings

Step 3 After cloud recording is started, the Start Cloud Recording button in the meeting
control bar changes to Pause Cloud Recording. You can pause or stop cloud
recording.
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e Pause Cloud Recording: Click it to pause the cloud recording, as shown in
Figure 5-7.

e Resume Cloud Recording: After the recording is paused, the Pause Cloud
Recording button changes to Resume Cloud Recording. You can click it to
resume the recording, as shown in Figure 5-8.

e Stop Cloud Recording: Click next to Pause Cloud Recording, choose
Stop Cloud Recording, and click OK, as shown in Figure 5-9.

Figure 5-7 Pausing cloud recording

Figure 5-8 Resuming cloud recording

I v e *
Figure 5-9 Stopping cloud recording

% e o & & O &
----End

5.3 Managing Recordings

After cloud recording is complete, you can view, download, and share the
recording files.

Precautions
e Recording storage space

- After an enterprise purchases the recording storage space, users under
this enterprise can use cloud recording. For details about how to purchase
the recording storage space, see Buying a Meeting Resource Package.

- Table 5-3 describes the recording storage space specifications.

Table 5-3 Recording storage space specifications

Specifications Recording Duration (Hours)

100 GB At least 40

- The recording storage space usage is affected by the cloud recording type
and meeting resolution.
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- Periodically check the recording storage space, clear unnecessary files,
and download important recording files promptly.

e The type of the recording file depends on the recording settings configured
by the enterprise administrator. For details about the recording content, see
Table 5-1.

Viewing Recording Files
Step 1 Log in to the Huawei Cloud Meeting Management Platform.
Step 2 In the navigation pane, choose My Recordings.

Step 3 Click the topic of the meeting whose recording file you want to view. The
recording details page is displayed.
e Selecting a recording screen

Under the large video screen, switch the recording content type as required,
including the shared screen with the presenter view, presenter view, shared
screen, and audio-only.

e Switching between the left and right screens

Click the switch button in the small video screen to switch between the
presenter's video and the shared content.

--—-End

Downloading Recording Files
Step 1 Log in to the Huawei Cloud Meeting Management Platform.
Step 2 In the navigation pane, choose My Recordings.

Step 3 Locate the recording file to be downloaded and choose More > Download in the
Operation column. Alternatively, click the meeting topic to access the recording
details page and click Download next to Playlist.

Step 4 Select the recording file types and click Download.
----End

Sharing Recording Files
Step 1 Log in to the Huawei Cloud Meeting Management Platform.
Step 2 In the navigation pane, choose My Recordings.

Step 3 Locate the recording file to be shared and click Share in the Operation column.
Alternatively, click the meeting topic and click Share in the upper right corner of
the the recording details page.

Figure 5-10 Sharing a recording file
(=3 Huawei Cloud Meeting wanagement istom (st Mestin (2] Tesk Center (® Quick Links

My Recordings

Meetings
202100701 8 - 20230829 8
Extemal Contacts
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Step 4 Click Copy Share Details to share the information.
----End

Setting Recording File Sharing

Step 1 Log in to the Huawei Cloud Meeting Management Platform.
Step 2 In the navigation pane, choose My Recordings.

Step 3 Click the topic of the meeting whose recording file you want to share. The
recording details page is displayed.
Step 4 Click Share in the upper right corner to configure the sharing.

e Share recording files: Select To login users only, To corporate users only, or
To meeting participants users only.

e Validity period: Users who receive the link can view the recordings only
within the validity period.

e Access Password: Users who receive the link can view the recordings only
after they enter the password.

e Viewers can download recording files: If this option is selected, viewers can
download recordings.

e  Copy sharing information: Click Copy Share Details to copy the information
about the meeting recordings and share it with others.
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Figure 5-11 Setting recording file sharing

Share Setting X

Share recording files

To login users only
To corporate users only

© To meeting participants users only

Validity period{Permanently valid if not added.)

Access Password(No password is required if you do not add)
Viewers can download recording files

Topic:

Time:2023/08/28 19:54
Link:

Copy Share Details

--—-End

Deleting a Recording File
Step 1 Log in to the Huawei Cloud Meeting Management Platform.
Step 2 In the navigation pane, choose My Recordings.

Step 3 Locate the recording file to be shared and choose More > Delete in the
Operation column.
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Figure 5-12 Deleting a recording file

My Recordings

2023/07/29 B - 20230828 =]

Download

--—-End
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Simultaneous Interpretation

/A\ CAUTION

Simultaneous interpretation is available only in a specific version. If you want to
try this function, send an email to hcmeeting@huaweicloud.com or contact
Huawei sales.

Enabling Simultaneous Interpretation

If multilingual communication is required in a meeting, you can enable
simultaneous interpretation when creating the meeting on the Huawei Cloud
Meeting Management Platform.

E Huawei Cloud Meeting Management Platform m

Participants (1) Add Participant

E Meetings
My Meetings
Open To Everyone v
Meeting History Walting room Enable waiting room for all @
Meeting Templates
Meeting Resource v
1 My Recordings
Meeting ID © Random
<% External Contacts
[2 Meeting Settings Enable guest
£ My Profile Meeting Notification Emal Calendar email
d Parameters
G Home Conference Settings Allow guests to join meeting ahead of the host

& Enterprise Management Atanytime v  before the meeting starts

&= Meeting Room Devices | Enable simultaneous interpretation Configure
& Meetings

9 Screen Layout set
& Apps

El Advanced Settings Cancel
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Adding Interpreter Groups

On the meeting control page, you can click Simultaneous Interpretation to
create an interpreter group and add interpreters to the group. The interpreters will
interpret the audio they hear to the language you set during the meeting.

For example, if you add an interpreter group Chinese ® English, interpreters in
this group can interpret speakers' audio between Chinese and English.

(B Huawei Cloud Meeting wanagement Piatom HostMestng | (3] TeskCenler | (@ QuickUnks | 5% | Engin L

£ Meetings . My Meetings

My Meetings of nstant mesting niiated by me) 8 T mesting s in pogross © Cancel  [4 Share

Create Meeting Time 2023/08/30 10:40 - 2023/08/30 11:10 m
91D
Host

Mesting History
) Guest( Meeting Control

Mesting Templates

Configure Simultaneous Interpretation

Add interpreter groups and add one or more interpreters to each grou © Add Interpreter Group

~ Interpreter Group_English © Chinese

* Languages @ Engish v @ @ Chinese v

(11 NOTE

e When creating an interpreter group, you can select Chinese, English, French, German,
Russian, Japanese, Korean, Spanish, Portuguese, Arabic, and Italian by default. If a
language is not found, contact the enterprise administrator to configure it.

e You can add multiple interpreter groups.

e If a meeting involves participants speaking multiple languages, it is recommended that
multiple interpreters be assigned.

Configuring Simultaneous Interpretation in a Meeting

After interpreters join the meeting, you can view the interpreters and the
language they output in the Participants list on the meeting control page. You
can also set interpretation channels for participants to meet their requirements.
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If participants use professional hard terminals to join the meeting, they cannot

select an interpretation channel by themselves. You must set an interpretation
channel for them.

X | EN
Meeting Control
Status 38 Default screen & Unmute All 6
2 4 L] & & ]
Add Partcpant Call Paricipant Unmute Al Mute Al Configure Continuous Start Cloud Recording Meeting Settings
Presenc
Participants.
A2 a
N Operaton Staus inMesting Tive Netuork Ostais
. lost | Interpreter
®« @ a2 o~ @ Video il In meeting

[ Enable Camera

7 PinonTop

2 Rename

[ Invite to Share

@ original audio
&, setasrost
© @ engisn
© Moweto
© chinese
Total Recorts > < (115 [10/0a0e

Ending Simultaneous Interpretation

You can click Simultaneous Interpretation and update or end simultaneous
interpretation.

Configure Simultaneous Interpretation

Add interpreter groups and add one or more interpreters to each group @ Add Interpreter Group
~ Interpreter Group_Chinese @ English T
* Languages @ Chinese v @& @ English v

* Interpreter

Useful links:

Setting Meeting Parameters for enterprise administrators and Simultaneous
Interpretation for client users
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Setting a Meeting Template

Set a meeting template and use the template to quickly create an instant meeting
or schedule a meeting.

Saving a Historical Meeting as a Meeting Template

On the Meeting History page, click “)in the Operation column to save a
historical meeting as a meeting template.

Then you can find the template on the Meeting Templates page.

sssssssssssssss

Creating a Meeting Template

You can create a meeting template based on your requirements.
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(B HUAWEI CLOUD Meeting nanageren: piator fostMeeling 7) yooot
ividual v
j Meetings N Meeting Templates
My Meetings
Create Mesting Jc00T's Mesting PO
Meeting History Duration 15 minutes —
Meeting Templates Particpants Ye001 - Show hore
la Start Now
B My Recordings 0
i 1
& Exteral Contacts e Meeting Template 0/ page

3 Meeting Settings

£ My Profile * Meeting Topic Ye001's Meeting

* Meeting Type O Video Voice
* Meeting Duration 1 hour v - mintes v

Time Zone (GMT+08:00) Beiing, Chongging, Hong K... v/

Description

/

Participants (1) ye001
Open To Everyone v

Cloud Meeting Room Enable Cloud Meeting Room @

Meeting ID Random v @

Guest Password
Meeting Notification Email Calendar email

Advanced Pa

“ Cencel
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Defining Meeting Settings

You can customize meeting settings on the Meeting Settings page.

Basic Settings

You can set the voice language, time zone, and whether to mute participants
(except for the host) when they join meetings scheduled by you.

@ Huawei Cloud Meeting Management Platform

Meeting Settings

Meetings

My Recordings Personal Meeting Settings

» Extemal Contacts

English
. My Profile (GME02:00
Automatically mute soft clients or phones except host after joining meetings
Automatically mute hard terminals except host after joining meetings
Home
Enterprise Management “
Meeting Room Devices
P Meetings
i Dashboard

"> Advanced Settings

Personal Meeting Settings

A personal meeting is actually hosted in a cloud meeting room with a fixed ID.
You can share meeting details with others to host a multi-party meeting.

On the Personal Meeting Settings tab, you can:

e Edit the following details:
- Host password
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- Guest password
- Whether to allow guests to join the meeting ahead of the host
e Join the personal meeting.

- Click the text Click to join the meeting as the host to join the meeting
as the host.

- Click the text Click to join the meeting as a guest to join the meeting
as a guest.

e Share the personal meeting details.

- Click Copy to copy the join-meeting links for the host or guests and share
the links with others.

- Click Share to copy the meeting details and share the details with others.

Meeting Settings

Basic Settings | Personal Meeting Setlings

Click to join the meeting as the host

Editing the Host Password of a Cloud Meeting Room

Step 1

If your enterprise has purchased a cloud meeting room, the administrator can
allocate the cloud meeting room to you. For details about how to allocate a cloud
meeting room, see Allocating a Cloud Meeting Room to a User.

You can configure the cloud meeting room as the meeting administrator of the
room.

In the navigation pane, choose Individual > Meeting Settings, click the Cloud
Meeting Rooms tab, and click the drop-down icon on the left of the cloud
meeting room to be edited. The cloud meeting room settings are displayed.

a

( Meeting Settings
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Step 2 Click Edit, enter the new host password, and click Save.

=]

Meeting Settings

--—-End
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Adding an External Contact

The meeting administrator can add external contacts to the external contacts list.
When creating a meeting, you can invite external contacts to the meeting.

Step 1 Choose External Contacts from the navigation tree.
Step 2 On the External Contacts page, click Add.

Step 3 On the Add External Contact page, enter the basic details about the external
contact.

E 1{UAWEI CLOUD Meeting management Platform

Meetings Add External Contact

Step 4 Click Save.
----End
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Configuring Sensitive Words

The meeting administrator can add sensitive words on the Sensitive Words page.
Sensitive words in the meeting topic, username, or chat messages in meetings will

be replaced by asterisks (*).

Step 1 Choose Administrator > Advanced Settings > Sensitive Words.

Step 2 Enter a sensitive word and click Add.

Figure 10-1 Configuring sensitive words

Ej Huawei Cloud Meeting Management Platform

Meetings Sensitive Words

) My Recordings

External Contacts [

Meeting Settings

My Profile

Home

Enterprise Management

Meeting Room Devices
% Meetings

it Dashboard

Operation Logs

--—-End
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