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\UerbumMeetings User Guide

This quickstart guide will walk you through
the main features of the VerbumMeetings
platform from logging in, changing the
interface language, and joining meetings, to
exploring real-time transcription and
translation tools.

Mot registered? Create an account

Welcome back

Login to your account

uerbum:

A product by OneMeta Al

Login

1. Go to VerbumMeeting portal
demo.verbum.ai

2. Change user interface
e ng Ule g ue "Spread love everywhere you go.”

- Mother Teresa Please use Chrome, Edge or Firefox for a better user experience.

Fatent Pending

3. Enter your credentials

Important Notes:

For the best user experience, use the latest version of: Google Chrome, Microsoft Edge, or Firefox.
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Welcome to your
Dashboard!

Here you have quick
access to create a New
Room, Resources and
Account Settings.

verbum® BB Hi, Patrick

Usage Information

Go To New Storage remaining
My Meetings Room
ll + Minutes consumed .
)

Minutes translated

Resources

Account
Settings

€ FReport a problem ¢

# Howto's / Tutorials
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Dashboard -Account
Settings

Q:I Settings

In the Profile Settings section, you

can customize your personal Profile ':I,' Meeting Settings Billing
information and language k

preferences.

First and Last Mame

This includes selecting your

spoken language from the list and

choosing the language you'd like

to read and receive chat

translations in. Select your Spoken Language P

Spanish [Mexico)

Dizplay Name

You will generally want to select Subtitles & Chat Language
your native language for both English
spoken language and subititles Jto Transtation e

language.
.

Quick Tip:
Type the initial letter of your language and you can search it faster. OneMeta .
Don’t forget to make sure your Auto Translation is active and click Save.
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L£X Settings
Dashboard -Account
Settings
. . . Profile Meeting Settings ‘:l/‘ Billing
In the Meeting Settings section, you k
. Create a New Room
will see your rooms created and
the features enabled for each. Raom Name Room Moce

Private
Click on New Room to create. Write L
Room name, and select Room shared
Features and Room Mode.

Room Features

Record Meeting sed Captions

8 8

Translaton

Advanced Settings >
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Dashboard -Account
Settings

In the Room Mode section, you can
choose whether your meeting will
be private or pubilic.

If you select Private, only the
people you invite by email will be
able to join. The room link cannot
be shared or accessed by anyone
else.

At the bottom of the screen, you'll
see a section called User
Invitations, where you can add the
email addresses of your invited
participants.

M

Profile

Create 3 New Room

Room Mame

Active Boom

User Invitations

Send invitation Iy EmMad

Email

User Guide

Meeting Settings Billing
Aoom Moge
/s

ivate K
Private. ( &0 1ed oy emal = ot be
shared

-
ACtive Iniitation a&Ctions
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User Invitation

The participants you added in the
previous section will receive this
invitation by emaiil.

M

Diear User
Walcome to ‘Werbum, You hawe been nequesied to log nto WVerbwm App using this email

e

If the button above doesn'l work, please copy and paste this link inlo your
broweser address bar

hitps:/fdemo. verbum.ailpasswordiess PR S COeChE

ponuquteg Y BuF by QR ELSC hxbriPpl A L LS hit LS room=S0baace -
Jabh.-48d9-8535-d512b1 7e2b54

If yvou do not recognize his reques please ignore this email.

Have a great Meeting' -

I you are nol sure wivy youre recening this, please contact us through our
= '.I'-|-|".'~'-.-I

User Guide
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Dashboard -Account
Settings

Create a Mew Room

If you select Public, you will have

two options under this mode: e e foam Hace
Video Trainining Public -:-"-
e Public: Anyone with the link can *
join the meeting, no invitation Active Boomn e (@) Public: Amyone with the link can access it
reqUired' I:"_:I Sosciall: £|':| o with the link can actess with social

authentication

e Social: Anyone with the link can
join, and their access will be
connected to a social media
account.
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LX Settings
Dashboard -Account
Settings
Profile Meeting Settings Billing

In the Advanced Settings section, Create a New Room
you'll find the option Mute users
upon entrance. Training Public
Here, you can choose whether this — N e
setting applies to Attendees, the o
Host, or both. Room Features

sesed Meeting "9 Clased Captions " @
This allows you to control who joins e PN &)
the meeting with their microphone o
muted by default. Advanced 5“'“‘“95‘,‘

MULE USErS UpON ENtrance

] Attendees [] Hast
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My meetings

Select a Room

On the left menu, click My o A
meetings to see all your rooms. T sin P

Then you can join your meeting
as the host or copy the link to
share it with others if your room ”
is public .

OneMeta-
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Join the meeting
as a Host

Before joining the meeting
you will be able to:

1. Change your name.

2.Change spoken
language.

3.Change caption and
chat language.

Make sure your camera
and microphone are
correctly set up.

M

verbum®

A product by UneMeta Al

Welcome, Patrick

You have been invited to join the
“Training Room"

= |

Ll ot e Listagaage

| English (United States) v

Caption and Chat Langusgs

| English W
Jaito Translation »

TV v Tl 00Uy O TSI el Tl DTS00  rergd of

Ty, |resiafing Thal el grorunclaior, micepond QUi id wll e
Wy PR L ol PP Sy The Cal

User Guide
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Join the meeting
as a Guest

If your guest is joining
through a public link or a
invitation, their screen will
look very similar to the
host's.

Make sure to remind them
to enter their name and
select the language they
will speak, as well as the
language they want to see
the subtitles in.

verbum®

A product by OneMeta Al

Bienvenue, Nick

Yous avez été invité 4 rejoindre Le
« Training Room »

[ Nick

SeleTionres woire Langue parlbe
| French (France)

Linperuie of Langue de chat )
e -

Traduction automatigue .

AT LE prir b de Ll a-Tes o e & TreebarTor dd pared o
e PR, POt L rorenciarion o o, L el e
rricrephot, b Gui Lo BILTT SBLENT (P (et L gl

User Guide

OneMeta-




\UerbumMeetings User Guide

Chat panel section

In this section, you can
send messages to
everyone, and based on
the language you selected,
messages will be
automatically translated.

Additionally, the chat
panel will display the
transcription of the
meeting in near real time,
as well as the list of
participants in the call.

OneMeta-
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Control panel

Below you can see a
control panel with main
buttons that will allow you
to:

1.Turn on and off your
microphone and video.
2.Share your screen.
3.Record the meeting if
you are the host.
4.Adjust your language
and layout preferences.
5.Leave the meeting.

Settings
o

mesting

Select your Spoken Language

Selact the Ianguage you will be speaking in the

nd chat will be disp

| Spanish [Mexico

Caption & Chat language

&
| M—

Lzyed in this language

English

Aut Translate

User Guide

[ 22 1 ] m Change View
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Downloads

On the left menu, select
Downloads and you will see
your recorded meetings
and you can download or
delete them.

i Downloads

verbum-

Downloads Chat Meeting Transcription

Downloads

Download your recorded meetings

Mame Actions

|4=
[ ]

2025 fApr 03 12:48 pm - Principal

2025 fApr 03 01:39 pm - Principal

Download

Collapse
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Thank you for choosing

\UerbumMeetings’

If you have any questions please visit: onemeta.ai/help-center/verbummeetings
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https://www.onemeta.ai/help-center/verbummeetings

