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SYNAPPX MEETING

DOWNLOAD

DOWNLOAD SYNAPPX MEETING FROM THE MICROSOFT® STORE

1. Open the Windows® Start menu.
2. Start typing store.
3. Select the Microsoft Store app.
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4. Type Synappx Meeting in the Microsoft
Store Search bar.

5. Type Synappx Meeting in the Microsoft Store
Search bar

6. Select the Synappx Meeting app.
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7. The app description page will open. Select Get.
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With Synappy Mesting, you can focus on the messing at hand and take your attention away from
complex technclogy, helping you gain maximized collaboration and productivicy. Synappx Meeting

helps you by removing the challenges of having to learn technologies necessary to start meetings. By A

More

E EVERYONE

8. The app will begin downloading. Accept the
download if a dialogue box opens requesting
permission.

After the download is complete, Synappx Meeting
will open automatically.
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SETUP

LOG IN

When the Synappx window opens, enter your Office 365® email address (e.g. SmithJ@comp.com) and
select LOG IN.

After login is complete, the Synappx Meeting Launcher will open.

Synappoeeting — 0 £ Synappx Meeting O — X

12:36 PM 0 Smith, Jane
Sign Out
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LOG IN

Synappx Meeting Quick Start Guide| Page 3



HOW IT WORKS

START A SCHEDULED MEETING Bl oo & - x
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1. Select the meeting; then select Start. View scheduled
ol . meetings by workspace
OR

Meet Now

2. Double-click the meeting.

2:00 pm : 2:30 pm Project Update T o
(Coetail) oday’'s meetings
O R Smith, Jane Conf Room A y’ g

3:00 pm : 4:00 pm Team Meeting

3. Double-click the 15 minute notification.

4:30 pm : 5:00 pm Sales Meeting

Smith, Jane Conf Room B

START AN AD HOC MEETING  omtines —

12:00PM 0 :gl:gf"e
o v Select workspace to
1. Select Meet Now. A dialogue box will open, - start ad hoc meeting
prompting you to choose a workspace. Meet Now @ Start ad hoc meeting
O R szm.([):)):)nl;n okt ::?f:::’ﬂdate

2. Select a workspace from the drop-down

menu; then select Meet Now SI0PIE00p  TeamMesing

smith, Jane Conf Room B

4:30 pm : 5:00 pm Sales Meeting
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Synappx Meeting Assistant

The Synappx Meeting Assistant opens when a user starts a meeting.

Simple window

Office 365 profile:
Check indicates
meeting organizer Settings

¢ (
‘%) 0 2 — Minimize window

Meeting title: Click for
access to meeting information

Project Update

60

Remaining time
min

(add time ) Extend the meeting

'l @ Shortcuts

Drop-down menu: Display
recently modified cloud storage
files and attached documents

OneDrive for Business v

Meeting Agenda
Detail 2.png

Meeting Agenda
Detail 1.png

Meeting Agenda.
png

Cast/Voice icon: Attendees
may select to switch screen
and voice control (if available
in the workspace)
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OPTIONAL SETUP

SET SHORTCUTS

Maximum of four shortcuts can be enabled.

1. Select the settings gear in the 7] Add Shortcut

launcher or meeting assistant.

Select the Shortcuts tab.

Select +.

Docs

Select the type of shortcut.

C:UsersmithjiDocuments

Type a name for your shortcut.

A S o

Enter the path or URL (file or

folder location). Add

7. Select ... to upload an image as
an icon or leave the defaulticon.

For more detailed setup instructions, visit the Synappx support site

at .

ACTIVATE CLOUD STORAGE

Activate cloud storage
1. Select the settings gear from the
launcher or meeting assistant.

Activate cloud storage and recent files are listed in the document list during the
meeting

2. Select the Cloud Storage tab. €0 Onebrive for Business

Voice Setiing
3. Select the toggle to activate I Onebrive

cloud storage services. Cloud Storage B SharePoint

4. Synappx will prompt you to log
in to activated cloud sites when
you start a meeting and select
cloud storage content.

I Google Drive
I Box

(3 Dropbox
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https://business.sharpusa.com/synappx-support/

