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Onboarding - 101

Getting Started

When you access the VirBELA application, you will arrive at the campus entry portal. You are
represented by an avatar in the middle of the screen. You can walk up and speak to other users.
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Profile

Navigate to Your Name in the top-left menu. Selecting Profile allows you to create and make
updates to your profile. Learn about other users driving the future of work by accessing their
bio. Right-click on the avatar or click on their name in the user list.

Campbell D'Eliscu

Avatar Display Name Campbell

Country UsA

Current/Recent Job Growth at VirBELA

Hobbies Sailing, surfing, and listening to music

Industry Interests Cloud Brokerage, Disruptive Technology,

EdTech, New Product Development, Saas

Languages English, Spanish

LinkedIn https://www.linkedin.com/in/campbell-d-
eliscu-21094355/

University Georgetown University




Preferences

Take note of the Gears icon in the
upper-right side of your screen.

Here you have the option to
customize your experience.
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Find Users

Change Avatar
Find Users

Help

Mic Settings
Room Settings
Preferences
Send Bug Report
Enter Passcode
Reinitialize Voice
Privacy Policy
Terms Of Use
Log Out

Quit

T

The Change Avatar tab allows
you to customize your physical
feature and wardrobe.,

Selecting the Gears icon and clicking on Find Users, you can view who is currently active in

VirBELA and find their location.

AliceVennevik
Campbell
IvonneGalarze
Jeff.Pottinger
LorenaMartinez

YolondaDale

Users in World

Auditorium
VirBELA Growth Team (Team Suite)

Rosa Baltazar Team Room (Team Suite)

SWING 4 THE FENCES (Team Suite)

Rosa Baltazar Team Room (Team Suite)

Rosa Baltazar Team Room (Team Suite)

You can find more information about a person by right-clicking on their avatar. This
will allow you to see their bio if they set it up.



Mic Settings and Preferences

In the Gear icon you can select Mic Settings. Mic settings and Preferences allow you to adjust
and customize your audio and visual settings.

Environment Sounds Volume
Ul Sound Effects Volume

D ——1 ]

Enable user join/leave notification

Audio Settings

Microphone Options

Microphone

Activ
Microphone (Realtek High Definition Audio)

Enable text chat notifications

Mute environment sounds in Private Volumes

User Interface Options

B Show my username

Show the minimap

Graphics Options
Target Framerate

WindowsISound!Settings|

Done

Font Scale

100%

B Low draw distance

Enable theme

Avatar Complexity
B simple B Dynamic Full

Communicating

Take a look at the lower-left side of your screen. There, you will see a microphone icon.
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Fress Ener’ (o chat publicly:.

Microphone
Note, when you enter the VirBELA campus your microphone is muted.

To enable your microphone, click on the microphone icon. The microphone icon will turn green
and read Mic is On. This will give you the ability to speak with other users in VirBELA.

Note - Distance affects volume. The further you walk away from someone the quieter their

voice will become.

Press 'Enter’ to chat pubichy:




Microphone (Continued)

A secondary option for using the microphone is the ‘push-to-talk’ function by holding down the
“1” key on your keyboard. This option allows you to use the microphone like a walkie talkie —

press and hold down the number “1” key to enable and release to disable.

Text box

Directly to the right of the microphone is the text box. Once this field is selected, you can begin
typing your message.

ss Enter to chat publicly:..

To the right of the text box is a smiley face emoji. Clicking the smiley face gives you the option
to include emaojis in your text message.

% Public =

Press Enter’ to chat publicly:..

To the right of the smiley face emoji is an upload option. Clicking on this function allows you to
upload a file from your computer to share.



Walking
Option 1 (Keypad)

To move your avatar, you can use the arrow

Up/W ..................covv..... Forward
Down/S.............eevvnnn..... Backward
Right/D ...........................Turn Right
Left/A ...o.ooieiiiiien e Turn Left

A second option is to ‘point and click’
with your cursor; an icon of a person
will appear. Click on the desired area
and your avatar will walk to the icon.

To run, hold down the Shift key in
combination with either walk Option 1
or Option 2.

Locating

Take note of the mini-map on the lower-right side of your screen.

The arrow is your avatar and shows your position on the campus
map. The plus and minus sign allow you to zoom in and out.

Private Volumes

Private Volumes (the blue lines on the floor) can be found throughout the campus.
Entering a private volume allows you to have a private conversation with only those
inside. Both voice and text are limited to the users inside the blue lines. No one outside
the blue lines can hear the conversation inside.



Note: the outdoor café
tables, near the entry
portal, are private talk and
text zones.

Teleporting

If you look to the upper-left side of your screen, you will see the GO TO menu. Go To allows
you to navigate to various rooms.

1 USER IN TEAM SUITE GO TO Boardrooms
End Caps

DEMD | Offices
GO TO Campus

Auditorium

Board Room

Board Room - Small
Board Room Suite
Classroom
Conference Hall
Invisible Path Game
Office

Team Suite Demo
Theater

VirBELA's Main Office
& Private Team Suite




Standing, Sitting, Viewing
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Once your view is unlocked,
guide your mouse to look
around.

When you want to refocus
your view, click the spacebar
again to lock your view.

To sit, hover
YyOur mouse over
the chair; a chair
icon will appear
Click to sit.

Once you are sitting, your view is
locked in a fixed position.

You can unlock your view by clicking
the space bar and using your mouse
to guide your view.

Your Name & Title




Now that your view is
VICBELE locked, you have the option
to zoom in on a presentation
board by selecting the
magnifying glass in the
upper right-hand side of the
presentation board.

You also have the option to
zoom in on the presentation
board by selecting the
Screen Zoom function in the
top.center ofithe user
interface,

Upon selecting the Zoom
in on this screen option,
your view will be
positioned directly on
the screen, and the
screen will enlarge.

VirBELA

The Future of Work

One world, achieving together.

VirBELA enables next-generation, remote collaboration.

To exit the zoomed in
view, click the
magnifying glass or the
Screen Zoom function.
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Returning to
your seated
view, select the
Stand Up option
in the lower left
side of the

P screen to stand.
SIS S , g T W Y A
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Looking Around (When Standing)

By default, the camera view is locked behind your avatar and follows your movement. By
pressing the spacebar you can unlock the camera and use the mouse to look around. Your

avatar’s head will tilt in the direction you are looking.

Tip: If you want to show someone you are
engaged and listening, try unlocking the
camera and looking at them so your ovatar’s
head is facing their direction.
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Raise Hand

Under GO TO, you will see ‘Your Name,” which always lives on the top left side. Click on your
name and choose Raise Hand.

1 USER IN VIRBELA
GROWTH TEAM (TEAM
SUITE)

n GO TO

Campbell

The Raise Hand function allows you to
notify a presenter or colleague that you
have a question.

When this function is enabled a hand
with an exclamation point will appear,

To lower your hand, under GO TO,
click on your name and choose Put
Hand Down.

Emotes

You can click on the desired emote or hold the Shift key with the corresponding F-number key
(located at the top of most keyboards) to initiate a gesture. Give it a try.

GO TO

Campbell Profile
Change Avatar
Set Away
View Avatar
Raise Hand
Cheer
Clap

_ Confused

Shake Hands
Dance
Impatient

Thinking
Wave

Bow

Come here

Laugh

SETE]

Climb

Talk Data

Broadcast Room Message =
Broadcast World Message =
Sticky Note

12



Sticky Note

You can use Sticky Notes to share and brainstorm ideas, direct traffic, and facilitate organization
activity.

To create a sticky note, under GO TO select ‘Your Name’ and click Sticky Note. A new sticky
note will appear and follow your mouse. Click on the desired location to place the sticky note.

AT

Click to enter text...

Tao edit the sticky note, click an it: a
typing cursor will appear.

Place the sticky note against a wall,
on the floor, or in the air; it will
stick respectively.

You can change the color of the sticky note by clicking a color that appears on the right-hand
side.

To move the sticky note, click the Click to enter text...
hand in the top-right corner.
Re-click to place.

To delete, click the ‘red- x."
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Onboarding - 102

Customization
Image Panels (still images)

Booth exhibitors, admins, and moderators can customize and brand your image panels.

Right-click on the image panel you wish to edit.

* For still images, click the blue box with the up arrow to search for and select the file
(image or video) from your computer you want to upload. You can link the file by typing/
copying in the URL you wish to link to in the bottom box. Then hit APPLY.

* For videos, simply type/copy the URL in to the top box. If you want to link the video you
need to type/copy the URL in to the bottom box as well. Then hit APPLY.

Remote Image Options

Display an image from a URL

hitps:#uploads.virbela.com/NewDema/CONVENTIC [P 4

Clicking image launches browser link

Link to this URL:

Enter fink URL.. X

Cancel Apply
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How to Play Live Video

We recommend playing live video in VirBELA with PowerPoint or Google Slides.

User’s can have complete control playing, pausing, and restarting a video when the video
is embedded within a PowerPoint or Google Slides presentation. (Although uploading a
YouTube video is quickest and easiest.)

After you create and title your new presentation, find the Insert menu and choose Video.

Click to add subtitle

Copy and paste your desired URL video link and click the blue highlighted search function.
Choose the desired video and click select.

Insert video
Search By URL Google Drive

Youl I | voutube. remipzuDsiTnearcan | [ICSIN

Type your search in the box above 1o find videos.

Before you copy and paste the Google Slides presentation into a VirBELA web screen, you will
want to make sure link sharing is On - Public on the Web. Now your video will be viewable by
others in VirBELA.

Link sharing

On - VIrBELA.
yone at

Anyone at VIfELA can find and ccess.

On - Anyane at VIPBELA Wi the link
% Anyona who

Access: Anyons (no sign-in required)  Can view ~

Note: Htems with any link sharing option can stil b published ta the web. Leam mors

Leam mora about link sharing




DTN /il condeskcomy/c/en g

LVIirBELA

Support

Tutorials

USER GUIDE

* VIrBELA User Guide

Presentation Boards

INSTALLATION
* Quick User Guide

* Hardware and Software Requirements
* Installing on Windows

* Installing on Mac/OSX

* Get In World

Help located in the Gears
menu will take you to the
VirBELA helpdesk in an
external browser.

Team Suites FAQ

https:/f'www.virbela.com/t
msuites-f

Submit a request
b fvirbela.zen k.
m/hcien-usir new

Or email:
Help@virbela.com

\\ VirBELA
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