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Briefing on Web Conferencing Service
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Introduction

* |CTO subscribed Microsoft Teams and VooV/Tencent Meeting that allows
user to hold meeting, interview, conference or virtual classroom.
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Introduction

* VooV Meeting is the international edition of Tencent Meeting.

* Tencent Meeting provides more comprehensive features than VooV Meeting.

* Tencent Meeting clients can join meeting created by VooV Meeting clients and
vice verse.




Comparison

VooV Meeting Tencent Meeting Microsoft Teams

Subscription Scheme Concurrent License for all(Limited)

Support the Windows, Mac, Yes Yes

Android and iOS

Participant capacity 300 participants 300 participants

Time limit per standard Up to 24 hours Up to 24 hours

meeting

Cloud Recording Yes, with unlimited storage Yes, with unlimited storage
Local Recording Yes Yes

Captioning Yes, with translation Yes, with translation
Polling No Yes

Connection quality in China Good Good

Account Types Individual account Individual account (China

mobile phone number /
Wechat account is required )

Features Comparison List:

Campus License for all

Yes

300 participants

Up to 30 hours

Yes, Up to 10Gb per user
No

Yes, only in English

Yes, via third party app
Poor

Individual / Department
account

https://fag.icto.um.edu.mo/what-are-the-features-of-voov-meeting-tencent-meeting-and-teams-meeting/
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Account Types

e Microsoft Teams in UM

a) Individual account
1. Licenses applied to UM users in default. Such as

2.  Canonly schedule meeting via outlook.

b) Department account
1. Request to ICTO Help Desk to create a department account. Such as
2.  Can schedule meeting via Teams client and outlook.

* VooV/Tencent Meeting in UM

B
a) Individual account only M
1.  You need to apply the account via UMPASS Manage Account page.

2. You can use your domain account to log in to VooV Meeting and Tencent Meeting after registration,
but China mobile phone number / Wechat account is required for accessing Tencent meetln.
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https://account.icto.um.edu.mo/mylicense

VooV and Tencent Meeting

D
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VooV and Tencent Meeting

Apply for Account (VooV/Tencent)

1) Login to UMPASS page (https://umpass.um.edu.mo/), Select
“Manage Account” and login with your UMPASS.

2) Click “NOT APPLY” tab, select “Tencent Meeting” and agree
the user terms.

3) Account will be created in VooV/Tencent Meeting within 2
hours due to data synchronization.

NOT APPLY

= [

UM Research Ethics Review System Tencent Meeting

——

e

is the universal login credential for

accessing various services and applications you use

every day.

* Before login, always verify the page's web

address and make sure it's domain is end with
um.edu.mo

* Always logout and close all browser windows

after accessing services

Reset your forgotten or expired password, unlock your UMPASS account or get 2FA Passcode

APASS to manage your account settings or to apply software licens

Arrrren
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https://umpass.um.edu.mo/

Signing in to VooV / Tencent Meeting:

* Login to the clients through UMPASS (after your
- - account was created).

¢ 2 1. Click “SSO“ after you start the client.
Choose “I know enterprise domain”

SSO Login | know enterprise domain »

M Enterprise Email

VooV Meeting

Input “um”
Click “Log In”
Sign in with your UMPASS account and password.

vk wnN

VooV N1E.Eting - i

< i A - °
Sign Up/Log In .

1 SSO Logln Don't know enterprise domain » 0 acce e protected se e, Sig 0 PA

Qp W $50
3 © sso.voovmeeting.com
Ch with your enterpr

nterprise administrator for the domain

More options

C J 4
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Signing in to VooV / Tencent Meeting

* |f you want to use Tencent Meeting client (not VooV), it requires users to link their personal
WeChat account or a Mlainland China mobile number. In contrast, VooV Meeting does not.

* For first time to sign in to Tencent Meeting, it will guide to link your Mainland China mobile number or
your personal WeChat account (this Ul only display in Chinese)

© EEREsL

0 Z2Bil HTENKESRS  SoEIUTFARRIFSHER
BisEEREIG, ESREREENEEEhTERES
LA g FR RS =

L] seFnswi

IBHER FFes

@) BENESBE

TFﬂﬁﬁﬂﬁﬂﬁﬁﬁWFF”F””””FWFHF””WFHFWF”F”””Wﬂ1’7’1’WF””"FFFFFFWFﬁfﬂﬂﬂﬁﬂﬂﬂﬂﬂﬂh”””FF””‘FW’%Fﬂﬂ”imé =




Hosting and Joining a meeting

* Hosting an Instant Meeting

* Open the VooV/Tencent Meeting client and click ”Start” to quickly host a meeting.
* To invite participants, copy the meeting details and share them with others.

VooV Meeting
© Meeting Details =~ @l © oo:20 =J

o Meeting 1D: 928 032 575 X

By Invitation Contacts

1 . . .

. vctest01 invites you to a meeting on VooV Meeting

MEE‘tiﬂgS Meeting Topic: Started by vctest01

Time: 2025/03/24 15:21-16:21 (GMT+08:00) China Standard Time - Macac

I. Click the link to join the meeting:
https:/fumac.voovmeeting.com/dm/mxrp32Qwl9fk
Contacts
#iEH=: 928-032-575 2
Recordings

Copy All Copy ID and Link

1 o
Schedule Share Screen 'T‘ ~ B a | °_ :_° 8 B @. 9 ~ us
Audio Start Video Share Screen Security | Invite | Attendees (1) Chat Record Emoticons Breakout
PP ees— TR i
S:liliES!
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Hosting and Joining a meeting

* Host a Schedule Meeting
1. To schedule a meeting, Open the VooV/Tencent Meeting client and click “Schedule”.

2. It will show a pop-up window for scheduling meeting, select your meeting options and click

“Schedule” to schedule your meeting.

— =
° 2 | Schedule
Topic vctest01's Scheduled Meeting
[ [
T Start 2025/3/24 Mon () 1530~
Contacts Duration 30 mins hd
B - Time Zone (GMT+08:00) China Standard ... ~
Recordings
n Recurring ~ Never hd
Join Start « Calendar Sync to calendar
© Outlook Other Calendars

n Capacity Maximum: 500
© Toincrease participants x

capacity for your meetings,
please contact the
administrator.

Schedule Share Screen

Invite Attendees

(E}

Assign Hosts O

m

Schedule

—Ti=niiE
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Hosting and Joining a meeting

* Host a Schedule Meeting

» After you scheduled a meeting, you can also view and edit the setting for your scheduled
meeting:

Meetings

Contacts

@ Mar 24

Recordings
‘ Monday Past Meetings »

Join Start « Today Mar 24

vctest01's Scheduled Meeting

15:00-15:30 - 540 096 293 1
V vctestD1's Scheduled Meeting e m
15:30-16:00 - 6518 074 548 - Upcgees

Schedule Share Screen Details
vctest01's Scheduled Meetinl  Egit Meeting
15:30-16:00 - 566 043548 - Upe] o 2
’.’m*?lz:;:\ -E- S
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Hosting and Joining a meeting

* Host a Schedule Meeting
* Waiting room:

e The waiting room feature allows the host to control
when a participant joins the meeting. It allows you to u a

enable waiting room when you schedule a meeting
(or enable it during a meeting).

Join Start -

Schedule Share Screen

Capacity

Invite

Security

Schedule -

Maximum: 500

© Toincrease participants »
capacity for your meetings,
please contact the
administrator.

Attendees

Assign Hosts @

All

Meeting Password

Enable Waiting Room

Mute

Record

Attendees can join before host
Host Key ©

Watermark

Mute attendees upon entry

Enable Disable @ Enable ...

Auto Recording

Schedule




Hosting and Joining a meeting

* Waiting room: ° x

X p @e.

Security  Invite  Attendees (1) Chat Record
* When a participant joins the meeting which enabled * Asthe host, you can admit participants individually, or
waiting room. It will show the screen like this and hold all participants in the waiting room and admit them
required the host to admit. all at once.
VooV Meeting — O x
] Qo047 | B Gridview v 13 O & Attendees [8 X =
Speaking: Q Search for attendees
Please wait. The host will let nmesing () Waitng () Notjoined
you into the meeting soon. © 5% vy i Remone
+ Meeting Topic vctest's Scheduled Meeting
+ Display name  vctest02 7
Q;\ "' (;.) vctest@
Turnoff ...  Start Video Test Device
~ =] ~ g 1 g % ~ =E b ? mit emave are ™
) Share Screen Security Invi‘t’e Attendees (1) Emoticons Apps Mare | - : Al M
~~~~~~~ S S
' = 1 S = {mrrrEn
HEEMT = ] SR
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Hosting and Joining a meeting

: : (/) 1 7 o 3
* Join Meeting Meeting I

[ |
(Option 1) Joining a Meeting via Meeting ID: "™ 1234570 LAd
[ ] Your Name
1. Click “Join” after you start the client. Contacts -~
2. Input the Meeting ID’ edit your Reco(gngs The device always uses this name to join meetings.
information and click “Join”. Meeting Password

Meeting Settings

Connect Audio [ | ]

Turn On Video

Turn On Mic
Beauty Filter
Click here to set and view beauty filters

3. Input the Meeting Password and Click
“Join” if password is required.

Cancel

Schedule Share Screen

i=Hcasasssssnsnanns




Hosting and Joining a meeting

* Join Meeting
(Option 2) Joining a Meeting via Shareable Link:

1. You may receive the meeting invitation link via email or other channels, please simply click the link to join the
meeting.

2. Your default browser will direct to a page for joining a meeting, then you can click “Join Now” to join the
meeting on time.

@ English ~ feeting LogIn

ag
e

@M VooV Meeting

vctestO1 invites you to a meeting on VooV Meeting vctestO1's Scheduled Meeting
Meeting Topic: vctestO1's Scheduled Meeting & 540 096 293 @

Time: 2025/02/20 15:00-15:30 (GMT+08:00) China Standard Time - Macao 15:00 pd 15:30

2025-3-24 2025-3-24

Click the link to join the meeting or to add it to your meeting list:
https://umac.voovmeeting.com/dm/6KUe6blBIbl1 1 £ Add to My Meeting List

#ES1H 21Y : 540-096-293
Meeting Password: 112233

| Join Now fa ‘
== L
\ <

opy Meeting Invitation
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Hosting and Joining a meeting

* Join Meeting
Get the invitation during the meeting:

VooV Meeting — O x
© Mesting Details = @ il

Qo717 2Grd View > | []

L

Meeting ID: 323 027 789 X

fongfan invites you to a meeting on VooV Meeting
Meeting Topic: Started by fongfan
Time: 2025/04/15 11:32-12:32 (GMT+08:00) China Standard Time - Macao

Click the link to join the meeting:
https://um.voovmeeting.com/dm/v180AxM3zwig

#EERS: 323-027-789

Copy All Copy ID and Link

h o a 9|2 B 8 2 @®@. © . e O

Audio Start Video Share Screen Security | Invite | Attendees (1) Chat

Record Emoticons Breakout  Apps  Settings
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Features Overview

* Co-host

e Screen Sharing
* Recording

* Captioning

* Meeting Control
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Co-host

* Hosts can share hosting privileges with
participants during a meeting, allowing the co- O
hosts to manage the administrative side of the
meeting, such as managing participants or [ el W
starting/stopping the recording: Q 555 v B v

W Ask to turn video on

1. To quickly assign a co-host, click “Attendees” o ° B prvte

during a meeting
2. Select a participant and click “More”. @ weec2 @ T ke Hom

£ Modify Nickname
3. Click “Make Co-host” to assign the
participant to co-host.

© 09:04 88 Gridview = | L3 O L Attendees [ X

W Move to Waiting Room

@ Remove

1
a9 H| X 9 . =

Screen security  Invite | Attendees (2) | Emoticons Apps More

End Mute All Unmute All Meeting C...

~~~~~~
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Screen Sharing

seting Details 3524 || (4 39 Grid View~ (@ Security v (&) settings | — 0O x

1. Click “Share Screen” during a meeting.

Select Content to Share X

Basic Advanced

2. Choose to share PC audio or not.

3. Choose the content which you want to share, like Desktop, — o oy o et

application or whiteboard etc.. ® @ v F R v B W o & &
B ®

4. CI ic k Ilsha re,, to S h a re yo u r CO nte nt . © Hold Ctrl and select applications to share simultaneously. Example x
® . B @ .
s = - = P

T e o

Share PC audio ~ (1) Onscreen portrait mode @ Video smoothness (1) 4

2
o @. mll a|l % =2 @m . = [
- Audio Start Video Share Screen Invite Attendees (1) Chat Record App End




Screen Sharing

* |n teaching or presentation mode, you can turn on portrait mode to overlay
your video on the shared screen, making the session more engaging:

s 47:08 gl [ aGridViewv @ security v {o) Settings | PowerPoint Good morning

Speakina: v New

Select Content to Share X
- - -
P ———
s — -
IE == L ‘l) Blank Presentation Welcome to PowerPoint Bring your presentations t...

Desktopl Desktop2 Whiteboard Only PC audic ~

CIGICGE R BN R K K
i e

=d any presentations recently. Click Open to browse for a presentation.

© Hold Ctrl and select applications to share simultaneously. Example b4
pp y p
e - - .: - A _‘_:; R 2 - . . "'.-.I. BT
: FEa I - :
Share PC audio ~ () Onscreen portrait mode @ Video smoothness (D)

@ . m B 2 2 B @©. R

Audio Start Video Share Screen Invite Attendees (1) Chat Record App




Screen Sharing

* While sharing your screen, you can enable Annotate and
click the triangle next to Annotate button on the top B
toolbar to allow attendee annotations and show annotator o
names (on by default).

; Sl R@sNARHRER KEE
o xS ICTO KNOWLEDGE BASE

UNIVERSIDADE DE MACAU
UNIVERSITY.QE MA

ICTO Home ERERX

| Search English Knowledge Base ...

gl 40:54 @ Meeting Details Annotate v
’5 ~ ﬁl R e ﬂ\ n @ b " g hd g | STOD \ Popular Articles
Unmute Start Video Security Attendees (1) Chat  Record MWore Mew Share Pause - Article Categories i

Ia How to apply UM@Connect?

B In Outlook 2013, how do | exclude
certain emails from auto replies in

B Academic Computing Facilities (7) BB Account iy

] Computer Room (2) the Out of Office Assistant?

B Can | copy the Lotus Notes

B oMR@)
document links to the email in
Outlook?
BB Administrative Information B cimpuscard @ [ whatcanidoif i forgot my user
Systems (20)
| ACM (9

@ Course Enrolment (for
Postgraduate Students) (4)

hat features do VooV Meeting,
Tencent Meeting. and Teams

] myUM Portal (2) Meeting offer?

i siap i . - - Qt'mg in Voov
k ‘%‘ & ! T q Q t) o - i nt Meeting?
Mouse  Select  Spotlight Pen Text  Graphic Eraser Undo Clear Annotate Save

1l
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Recording

* Local Recording
* VooV Meeting and Tencent Meeting support local recording function, allowing users to save

meeting content directly to their local devices. You can enable it when you host a meeting

1. Start and host your meeting

2. Enable local recording in “Record” menu.

Cloud Recording
Local Recording 2

2 ple|ly .

Record Emoticans Bre

Attendees (1) Chat

3. Your recording will be saved in local disk after you end you meeting.

M

=]
:g iH
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Recording

* Cloud Recording

* VooV Meeting and Tencent Meeting offer unlimited cloud recording storage. You can enable
cloud recording when hosting a meeting.

1. Start and host your meeting

2. Enable Cloud recording in “Record” menu.

Cloud Recording 2

Local Recording

L2 = 1%

:ndees (1) Chat Emoticons

3. Your recording will be saved in cloud after you end you meeting.

(Tanannd
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Recording

* Manage recording files

1. After you end your meeting, go to the
Recordings menu from main page.

2. View and manage your local & cloud recording

files.
_ O W
E All Files Recent Views My Recordings
(A 25.54MB used [ 4 cloud files in total v B =
[ ]
Meetings
Fecordings
vctest's Scheduled Meeting » abchtiiESE vetestiiEE S
04/17 16:47 - All users can view it by... » 04/17 14:58 + All users can view it by... » 04/15 12:10 - All users can view it by... »
&

(Tanannd
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Captioning

* Both VooV Meeting and Tencent Meeting support real-time caption generation function, it can
present real-time captions and translate to different languages.

* It only displays to the user who enables it.

Speaking:

vctest 0

vctest: University of Macau.

vctest: B 1FE,

il il =
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Captioning

. 2
* To enable caption: o R = .
d - ®
1. Click “Apps” when you host/join a meeting. seauty | Enatle | Breakou

2. Click “Enable captions”

o (1) w

Annotate Timer Break

R

WeTogether
Mode

s o A @ . |®R|1

Invite Attendees (1) Chat Record App

T

,119
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Translation Settings 4

. . . .
3 | original Audio g Auto Detect (Chines...
Translation Display > Chinese

Bilingual Mode s

English

Allow attendees to Japanese
Use captions v
Change source lang...

* To enable translation after you enable P

captions: , e =
1. Click “App”. Orginal Audio 5 > 6
2. Click “N” near the “Enable captions”. e 'ZTZZZZZ‘." v \il e
3. Choose “Original Audio” woaom s [E]T e LI
4. Select the language which presenter speak. Changesoureleng- 7| eRoleren
5. Choose “Translation Display”. . ot vt
6. Select the language which you want to - B——

Bahasa Melayu (Mal...

translate to.

Tagalog (Filipino)
Portugués (Portugu...
Tiirkce (Turkish)
el acll  (FATHIE...
end | espafiol (Spanish)
fZar (Hindi)

Francais (French)

J= T :H e e MW= FTTT=Y
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Meeting Control - Security

4 a1 4 (3 Grid View v| (7 Security v [Kob Settings [ | — O %

@ The current meeting has enabled encryption protection.

Meeting Management

* Click “Security” during a meeting, it will show a list
which allow you to set the security options like Lock

Lock meeting

Enable waiting room

Meeting, Enable Waiting Room etc.. Attendee restriction >
Hide meeting ID and password o
Set watermark

Allow Attendees to

Initiate sharing "
Group and Private Chats o
Turn on video o
Rename o
Allow attendees to unmute themselves o
Share App
Attendee interactive annotation
Pause attendee activities
@ . m . B’ % a0 R @, R By

Audio Start Video Share Screen Invite Attendees (1) Chat Record App End
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Meeting Control - Attendees

* Click “Attendees” and click “Meeting Controls” during a meeting, it will show a list which allow
you to control about attendees. Like start video, unmute themselves etc..

Q0323 8Grdview~ | £1 O L Attendess [% X

Speaking: Q Search for attendees
In meeting (1) Not joined
° vetest (Host, Me) 5 n-Meet ng sett ngs

SEPFIAE (University . /ACAD STAFF_GROUP

v Allow attendees to start video
v Allow attendees to rename themselves
v Allow attendees to unmute themselves
v Allow attendees to raise hands

o H +  Allow emojis and reactions

vetest @ Join Settings

Attendees Allowed >

Lock Meeting

Enable Waiting Room

Mute attendees upon entry >

1 2 Play Chime When Attendees Join
| R | R B .8 '

ity Invite | Attendees (1) Chat Emoticons Apps More

End Mute All Unmute All Meeting C... *

Arrrren

—Ti=niiE
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Meeting Control - Chat

* To control the chat permission for attendees:
1. Click “Chat” when you host a meeting.

2. Click the icon about chat setting. Then you can control the chat permission like “mute all attendees”.

VooV Meeting — 0O

i =

© 0201 $cridview~ 2 O @ chat ¢ X

vcteste
2
Send to X, Everyone v O b
1
L R ® . B - (o
Invite  Attendees (1) Chat Emoticons Apps Mare \ _ J hd

Chat permissions in the meeting
All chats allowed v
Group chats only

Chat with host only

Mute all attendees

Chat permissions in the waiting room
Chat with the host

More Chat Settings




Microsoft Teams
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Microsoft Teams

* Hosting a meeting

* Instant meeting through Microsoft Teams client
1.  Click the “Calendar” button.
2.  Click the “Meet now” button.
3.  Start the instant meeting. oy

Calendar # Join with an ID [ Meet now

Start a meeting now

Meeting name

Meeting with ABC

Get a link to share

Start meeting

Teams is unable to access your Calendar

Share the error message with your IT admin if the error persists




Microsoft Teams

* Hosting a meeting

Using Individual account to schedule meeting via Outlook:
1. Open your outlook calendar -> “Home”.

x 5 Calendar E il@ * Tj.'l x
Select the “Teams Meeting”. m a I

2 Delete & porward -  Schedule  Schedule  Appointment Scheduling | Join Tea
3 Select the “Schedule Meeting” ) g | e fomstant | Mesting
4

Actions Voo¥ Me... | Tencent M... Show
Click “Meeting Options” to setup the rules for your
meeting room (optional)

Insert Format Text Review

' Tell me what you want to do...

E Meeting Bon't Host

ﬁ'\"ou haven't sent this meeting invitation yet.

To..
Review the Meeting ID & Passcode =1 Subject
6. Draft your invitation "™ | ocation | [Microsoft Teams Meeting
7. Send your invitation 7 starttme  |[200872025 8= | | omoo - | [ Al day event
Endtime || 21/08/2025 M) EE| |omo0 - 6

Send [ Recene Folder View Foxit PDF 2 Tell me what you want to do...

T RS EE PEEEE

Mew Meet | Teams Today Mext7 Day Work Week Month Schedule

Microsoft Teams need helo?

Appointrment Meeting ltems~  MNow [Meeting = Days Week View { Join the meetinq now
Mew TEEmSl Schedule Meeting Arrange e Meeting |D: 443 843 430 344 7
1 TR 20245 3 Webinar ¢ 4« » +H2024%F Passcode: e3gW2uy3 5
H — - =M & ~ [ Town Hall
24 25 26 27 28 29 30 Class E5HH
e 4 s et Lecture +_HHAR22H
8 9 10 11 12 13 14 i -

For organizers: Meeting options
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Microsoft Teams

* Hosting a meeting

* Using Department account to schedule meeting via Teams client:
1. Click “Calendar” after start the Teams client.

2 Click “New event”. | am title - Meeting

3 Enable “Teams meeting”. Event  Scheduling Assistant

4, Draft your invitation leeting options | == Response options v | @ Busy ~ {5} 15 minutes before ~ Categorize v
5 Click “Meeting Options” to setup the rules (optional).

6 Send your invitation

| am title (1 Teams meeting
‘— University of Mac... @ —

il Meet now ~ 0@ Newevent ~

icto.helpdesk@um.edu.mo X

Saturday

n or location '. ' In-person event

tf“ - S

T hmma
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Microsoft Teams

* Cloud Recording
* Microsoft Teams do not support local recording.

e All UM users can use the cloud recording feature.
* 10GB storage in OneDrive (Save path of cloud recording).
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Microsoft Teams

* Cloud Recording:
* To enable cloud recording when you host a meeting:

1. Click “More” to show more features in list.

2. Select “Record and transcribe”.
3. Start the cloud recording; it will be uploaded to OneDrive after the meeting ends.

5 & ™ © B 6) (N}

Chat Pecple Raise React View Rooms Apps More Camera

(@ Record and transcribe

(@ Start recording

. e (i) Meeting info

[5# Start transcription -
Z. Video effects and settings
£k Audio settings

A} Language and speech
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Microsoft Teams

Cloud Recording:

* You can find your Teams cloud recording files in OneDrive after meeting ends:
1. Login to OneDrive with your UM mail and PW (https://onedrive.live.com/login).

2. The recording files will be saved in the “My files” -> “Recordings” folder.

—

" ten. - wom IFyour OneDrive storage is full, an error
message appears.

S

fongfan [J  Name ~ Modified ~ Modified By ~ File size ~ Sharing ~

m Home

1 Tl sors The recording will k?e temporarily saved in
28 Shared . Attachments October 21, 2024  fongfan 0 items Private a Sy n C h ro n O u S m e d I a Sto ra ge .

17 Favorites . Microsoft Copilot Chat Files October &, 2024 fongfan 0 items Private

@ Ryt If not downloaded within 21 days, the
Microsoft Teams Chat Files August 8, 2023 fongfan 0 items Private

recording will be deleted.
Recordings 2 August 4, 2023 fongfan 1 items Private

& People _

E Meetings Whiteboards December 17, 2... fongfan 0 items Private

g: - g

& Media

=e October 21, 2024 fongfan 0 items Private

Quick access
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https://onedrive.live.com/login

Q&A
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Thank You!
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