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Introduction
The virtual room of meetings GoFacing is a personal space that allows and
facilitates meetings with other people by video or audio. Also, it is possible to share
documents or collaborate online.
This document shows the different ways to connect to the virtual room of
videoconference depending on the issue or laptop that it is wanted to use. In addition,
it includes, in detail, those functionalities that the user can make.
It is possible to accede to a virtual room using any web browser, using your
own videoconference equipment, other technologies as Microsoft Lync, Skype for
business or Skype (depending on the version and the laptop), or simply by a telephone
as an audio assistant.
This guide explains everything you need to know about:
•

How to manage invitations to meetings

•

How to manage conferences / meetings

•

How to connect a meeting space: Invitations, WEB browser, Android and
iOS, etc.…

•

How to share your office and contents.

If you need any information that is not included in this manual, you should contact
the support department directly at: support@gofacing.com

Portal access
www.mygofacing.com
To access the portal, you will need the name of the room and your administrator
PIN.
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Homepage
From the main page you can perform next main functions:
1.
2.
3.
4.
5.

Invite / Schedule meetings
Change the room PIN
Change conference Layout
Access directly to MY ROOM
Access any GoFacing room
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Make an invitation to an already begun meeting.
From this screen it will be possible to invite participants to connect to the room that
is currently in use or to be used imminently.

There are two ways of doing these invitations.
1. Google Calendar o Microsoft Outlook
By clicking on the icons of Google and/or Outlook, download the application
from the meeting, and subsequently amended and sent to the corresponding person
through a personal email account.

2. E-mail invitation:
Enter the mail address of the recipient followed by the ENTER key, building up all the
emails necessary.
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After pressing the SEND key, the system confirms the e-mails that has been sent the
invitation.

Each user will receive a mail similar to this (see image) where depending on how you
want to connect that user must follow the indications timely.
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Schedule a meeting
It allows us to schedule a meeting that is going to happen past a period of time.

To do this, it is necessary to enter the meeting details: Topic, description, date, and
time.
SAVE A MEETING

Once you save the meeting, it will appear in the PLANNED MEETINGS

And clicking on DETAILS you will be able to make the invitations how, and to whom
accordingly, and as explained in the previous point.
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UPDATING SCHEDULED MEETING
You will be able to change the details of a Scheduled meeting: Topic, description,
date, time, etc.

And by clicking on "UPDATE MEETING", not only will the data be saved, but
invitations with updated data will also be sent again to the users who were invited.
CANCELING MEETING
By clicking on CANCEL, the meeting is deleted from the list and to each invited
participant you will get a notification of such cancellation.

PIN Management
It will be possible to change as much the PIN of administrator of the room as assign a
PIN to the guests if it is considered appropriate.
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ADMINISTRATOR PIN:
The administrator pin can never be empty and must be a four (4) digit number.
PIN FOR GUESTS:
If you specify that guests are NOT allowed, it means that all users will be
administrators and therefore they will have to be aware of the administrator PIN.
If "allow guests" is set to YES, and the guest PIN is left blank (default option), users
can access the room directly, as long as there is an administrator.
If a guest PIN is specified, they must enter it in order to enter the meeting. The guest
PIN cannot be the same as the administrator PIN.
If you assign or change your Guests PIN, and there is a meeting scheduled, you will
be asked if you want to send the updated meetings to the guests.

Layout management:
It is the way to present the video to the users of the room.
For the changes to take effect, all users in the room must leave and reconnect.

Get into a meeting
Direct access to the portal mygofacing.com where you will be able to access any
room GoFacing.

GoFacing, SL. www.gofacing.com

Todos los derechos reservados

Get into a room
Direct access via web to our living Room as an administrator.
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ROOM USE. ADMINISTER A ROOM
Once connected to the meeting, the administrator will have a complete vision of the
room and of the participants being able to exercise a series of actions on them.

This one is the interface that the administrator of every room will be on having
connected to his virtual room. The column of the left side is where one finds
everything related to the administration of users' room and chat, the central zone
where one sees the video and / or the presentations (Sharing of information, offices,
pdfs, etc.) and the part goes down, the zone of operations of the own user of the room
(to hang, to mutate, to present, etc.)

Administer a room.
On having entered the room with the profile of
moderator/manager, the following icon is enabled:
On having pulsated on it, a specific menu for the
administrator will appear:
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What

How

Prevent/allow From the top left of the screen, select Control
others from
and then select
joining the
Lock meeting or Unlock meeting:
meeting
The impact of locking depends on whether or
the meeting has a

not

Host PIN.

Allow a
participant to
join a locked
conference

Participants who are waiting to join a locked
conference are shown in the Participant list
with
a tick and cross next to their names. To allow
these
participants to join the conference, select the green tick. If you do not want them to
join, select the red cross.

Allow waiting
Guests to join
a new
meeting
without a

If a Guest joins a meeting without a Host, they will be
kept waiting to join until the first Host joins, at which
point all waiting Guests will automatically be allowed
in to the meeting. However, this only applies if the
Host has joined with audio or video; presentation and
controlonly Hosts will not automatically trigger
Guests to join.

Host

If you have joined a meeting as a presentation and
control-only Host and want Guests to join, from the
top left of the screen, select the menu
icon and
then select Start the meeting.
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What

How

Add a participant From the toolbar at the bottom of the screen,
to the conference select Add participant.
1. At the prompt, enter the address of the
person you want to dial.
2.

3.

Select whether you want the participant to
have Host or Guest privileges.
Select Call in.

The call is placed from the VMR to the participant and they will appear in the
participant list with a green line under their name while their endpoint is ringing. If
and when the participant answers the call they will join the conference; if they do
not answer, or do not accept the call, they will disappear from the participant list.
Sometimes the address you have been given to dial will start with a prefix such as
sip: or mssip: or h323: or rtmp: — if so, you should enter the prefix as well as the
address. If you adding a streaming or recording service to the meeting, the
address that you are dialing must start with rtmp: followed by the address of the
service.
Cancel a call to a Outbound calls are placed from a Virtual
participant
Meeting Room to a participant when a Host
uses the Add participant option, or if the
Virtual Meeting Room has an automatically
dialed participant configured.
To cancel an outbound call, from the
Participant list, select the participant and then
select Cancel Dialout.

Share a link to
the meeting

If you want to send a link to the meeting to
someone so that they can join you, select the
Share icon at the top left of the screen and
then select Copy meeting link.
You can then send this link to other participants who
can paste it into their browser to join the meeting.

Mute/unmute
another
participant

From the Participant list, select the participant and then select Mute or Unmute.
When muted, a

icon is shown next to the participant's name.
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What

How

Muting all Guests

From the top right of the side panel, select Control
and then select Mute all Guests.

Send DTMF tones to (Requires Host privileges; you must be joined over audio, or video and audio)
another participant
From the Participant list, select the participant to whom you want to send DTMF tones, and then
select Send DTMF. This will open a keypad:
(when in a VMR)

This feature is generally used to communicate with external systems (such as audio bridges,
automated switchboards, and recording devices) after they have been added to the conference.

Send DTMF tones to From the toolbar at the bottom of the window, select
the other participant Open dialpad. This will open a keypad.
(when in a person-toperson
call)
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What

How

Transfer a
participant
to another
VMR

From the Participant list, select the participant and then select
Transfer Participant.
Enter the alias of the conference you wish to transfer the
participant to, the PIN (if applicable) and whether they should
join as a Guest or
Host, and then select Transfer.
You can transfer any participant, including yourself.

Disconnect
another
participant

(Requires Host privileges)
From the participant list, select the participant's name and then select Disconnect.

Disconnect all
participants
(including
yourself)

(Requires Host privileges)
From the top right of the side panel, select Control
and then select Disconnect all.

Disconnect
yourself from
the conference

From the toolbar at the bottom of the screen, select Disconnect.

Mute/unmute
the
audio
coming from
the conference

From the toolbar at the bottom of the screen, select Mute/Unmute incoming audio.

Change
the From the toolbar at the bottom of the screen, use the slider to adjust the volume level (which is indicated
volume of the by the green bar under the toolbar).
audio coming
from
the
conference
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What

How

View diagnostic (Available when connected with audio or video)
information
about your call From the top right of the side panel, select Control
and client
and then select Get media stats.
This brings up an overlay dialog that displays statistics
such as the codec being used, incoming and outgoing
audio and video bitrates, and how many data packets
have been lost and received.
It also shows the software version of the client and the
Gofacing deployment it is connected to.

User functions
What

How

Enter Host PIN (if
joined as Guest)

Change
your
camera,
microphone
or
speakers during a
call

Share your screen
with all other
participants

From the toolbar at the bottom of the window, select Enter Host PIN.

From the top right of the side panel, select Control
.
Select Select media devices.
3. Select the camera, microphone or speakers/headset, and then choose a new one from the list
of available options.
1.
2.

(Available to Chrome or Firefox users only.)
1. From the toolbar at the bottom of the window, select Share my screen.
2. For Chrome users, if this is the first time you have shared your screen, enable screen sharing.
3. Select the window or screen you want to share.
When you are sharing, the icon changes to blue. To stop sharing, select the Stop presenting
button.
The best way to share a PowerPoint presentation is to start the Slide Show from within
PowerPoint first, and then tab to Gofacing, share your screen, and select the Slide Show
window.
Note that the ability to present into a conference may have been restricted to Hosts only.
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What

How

Share images or
PDFs with all
other
participants

1.

From the toolbar at the bottom of the screen, select Present files.
The Presentation screen will appear:

2.

Select +, or drag and drop the file(s) you want to share into the Presentation window. You can add
multiple files, and they can be a combination of images and PDFs (if supported by your device). Each
image will be converted into an individual slide, as will each page of each PDF.

3.

By default, every slide will be selected for presenting, but you can click on individual slides to select
and deselect them:

4.

When you have selected all the slides you want to share, select Present. Use the left < and right >
on-screen controls, or the arrow keys on your keyboard, to scroll through the slides. You also have
the option to

5.

View presentation in a separate window.

To stop sharing the slides, from the toolbar select Stop presenting.

Note that the ability to present into a conference may have been restricted to Hosts only.
View a
presentation
being shown by
another
participant

When a participant starts a presentation, you will automatically see the content they are sharing as your
main image, and the image of the participants will reduce to a small thumbnail at the top left corner.
You can toggle between viewing the presentation and viewing the participants by clicking on the
thumbnail.
You can also click and drag this window to move it.

View a
presentation in
a separate
window

Whether you are the presenter or a participant, you can view the current presentation in a separate
pop-out window.
To do this, from the bottom right of the screen select View presentation in new window. To close the
window, from the bottom right of the screen select Close separate presentation window.

View a
presentation at
a higher (or
lower) refresh
rate

When a participant is showing a presentation, by default you receive it as a series of still images. This
is suitable for documents and screens being shared, but if the presentation contains a lot of movement
it may appear jerky. If this is the case, you can elect to receive the presentation in full motion as HD
video.
To do this, from the bottom right of the screen select View full motion presentation. To return to the
default view, select View normal presentation.
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What

How

Stop/start
sending
presentation to a
participant

When a participant is sharing a presentation, other
participants receive both the presentation and the main
video. However, you may want to receive just the main video
on a particular endpoint (for example, if you are using a
meeting room system for audio and video, but you are
already viewing the presentation on your web app Connect
client, you could stop sending presentation to the meeting
room system). To do this, From the Participant list, select the
participant and then select Hide presentation here.

Start sending and (For users who have initially joined without audio and video)
receiving video From the toolbar at the bottom of the window, select Start Video.

Start sending and (For users who have initially joined without audio and video)
receiving audio From the toolbar at the bottom of the window, select Start audio.

Stop/start
sending your
video to other
participants

From the toolbar at the bottom of the window, select Turn my camera off or Turn my camera on.
Other participants will no longer be able to see you, but you will be able to see them.

Stop/start
sending your
audio to other
participants

From the toolbar at the bottom of the window, select Turn my microphone off or Turn my microphone
on.
Other participants will no longer be able to hear you, but you will be able to hear them.

Stop/start
The video of yourself that is being sent to other participants is shown in a thumbnail at the top right of
viewing the video the screen. To hide this, click on the image. It will be replaced by a small Show self view icon; select this
to view your image again.
of yourself

Show or hide the To hide or show the side panel (containing the Participant list tab and the Events tab, and the Control
menu), select the Hide side panel < and Show side panel > icons. These will be at the middle left or
side panel
bottom of the screen, depending on your device and screen width.
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What

How

View details of
events

For a complete list and details of each of the events
represented in the timeline at the bottom of the screen,
from the top of the side panel select the Events tab:

Timeline

The timeline at the bottom of the screen gives a visual overview of the events during the course of the
call:

You can click on any of the events for more information about it.
After you have been in the call for more than 10 minutes, you will see a clock icon at the far left of the
timeline. To zoom in on any 10-minute period within the timeline, click on the clock icon. You'll see a
shaded selector:

Drag the selector to the period you wish to zoom in on:

When you are zoomed in, you can again click on any of the events to view more information about
them.
To return to the full timeline, click on the clock icon again.
When using web app, a list of all other conference
View a list of
other conference
participants will be shown in the Participant list tab
participants
of the control panel (which is to the left of or at the
bottom of the screen, depending on the screen width).
You can scroll through this list, or use the search box at
the top of the list, to view the names of other
participants or select a particular participant to control.
You can show and hide the side panel by clicking on the Hide side
panel < and Show side panel > icons.
View
an
Each person in the Participant list has an icon next to their name, representing their role:
individual
participant's role
Hosts, who can control the meeting and other participants
Guests
External Guests, who connected directly to an externally-hosted conference, such as a Microsoft
Teams or Skype for Business meeting, or Google Hangouts Meet.
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What

How

Change a
participant's
role

From the Participant list, select the participant and
then select Make
Host or Make Guest.
You cannot change the role of External Guest
participants (those who are connected directly to
an externally-hosted conference, such as a
Microsoft Teams or Skype for Business meeting, or
Google Hangouts Meet).

View
individual
participant's
details

From the Participant list, select the participant
then select Show Info. This brings up an overlay
dialog containing details of the participant,
including their avatar or image if available
(otherwise a placeholder image is shown).

Send and
receive chat
messages, and
share online
videos and
images

(Available when chat has been enabled by the administrator)

and

All events, including chat messages, are shown in the
Events tab of the side
panel (which is to the left of or at the bottom of the screen, depending on the screen
width).
To send a message, type it in the text box at the bottom of the panel:

Messages are visible to everyone else in the conference with a chat-capable client
(such as Skype for Business / Lync).
You can also share videos and images by pasting their URL into the text box.
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OTHER ADMINISTRATOR FUNCTIONS
Approximately a minute after the last moderator has left the conference, all
the guests will be disconnected automatically.

DTMF Functions:
Using any videoconference equipment, Skype for Business or even using a
traditional telephone and always with the administrator role, the following actions
will be able to be executed by means of the numerical keyboard:
DTMF digits

Control

*7

It blocks and unblocks the conference

*5

It blocks and unblocks the conference

##

It disconnects all the participants and to him itself.
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ANOTHER WAY OF CONNECTION
A. Connection by any Web Browser.
To do a call to a VMR or to a Virtual Audience using GoFacing by means of a web
browser, you should follow the next steps:
Note: When using GoFacing platform by a web browser, it is recommended the use
of an earphone for a better experience of audio
1. To open one of the web browsers supported by the platform:
- Google Chrome version 43 and later (MOST RECOMMENDED).
- Mozilla Firefox version 39 and later.
- Opera version 23 and later.
- Microsoft Internet Explorer version 10 and later (plug-in ActiveX® Flash
player 11 and later is required and it cannot be in compatibility view. It is
not compatible with Windows 10.
- Apple Safari version 6 and later (only Mac OS X) (plug-in Flash player 11 and
later are required)
- Microsoft Edge ORTC version 20.10532 and later.

2. Introduce the direction of access to the platform GoFacing in the bar of
directions.

en.mygofacing.com
a. Join to a conference with Audio and video.
1.

Make sure your camera and microphone are enabled and working correctly.
o
you should see yourself in the main window.
o
The microphone icon should be enabled and see just below the
video sale the audio level that is being detected

3.

Select
In the field at the top right of the window, enter the address of the room you
want to join.

4.

Click on the icon on the right or press ENTER to connect.

2.

b. Join a conference with Audio Only
1.

Make sure that the microphone icon is enabled you will see a bar just below
the image of the video that indicates in audio level that it is being detected.
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3.

Select
In the field at the top right of the window, enter the address of the room you
want to join.

4.

Click on the icon on the right or press ENTER to connect.

2.

When you have joined the call, you can listen to other participants and they can
listen to you, and you can send and receive content, but you will not send or
receive any video. Instead, in the main window of the video you will see an
infographic of the participants of the call

c. Join a conference just to see presentation or to be the
moderator

2.

Seleccionar
In the field at the top right of the window, enter the address of the room you
want to join.

5.

Click on the icon on the right or press ENTER to connect.

1.

You will join the meeting as a content participant and as a moderator: you will
not send any audio or video, and you will not receive any audio or video from other
participants. However, you can see the content that others are sharing and share
content with others. You will also have access to the list of participants, and you can
control the conference (if you are an administrator)

B. Connection form same-type terminals (H323 or SIP systems)
Any equipment of traditional videoconference or telepresence can join
GoFacing.
If these devices have public IP or can be called from the exterior, it will also be
possible to call them.
To get connected into the virtual room, there are two possible options: by IP
(H.323) or SIP:
•

For bearing IP H.323:
1.- Mark the following IP address: 176.31.69.185
2.- Wait for the receptionist, and mark later the number of the room.
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This bearing, can need to mark before and / or ultimately "#", but it will depend on
every manufacturer - terminus. See later some examples:
Sony terminal: 176.31.69.185 + # + room number#.
Polycom, Cisco and LifeSize terminal: 176.31.69.185 + ## + room number
Polycom, Cisco and LifeSize terminal: 176.31.69.185 + ## + room number
•

For bearing SIP:

If the terminal allows, the guest could enter the room directly by bearing:
“the name or the number of the room” ”@”mygofacing.com” or
“name or number of the room”@“176.31.69.185”
Example: to call the room “GF o 99”, you should mark one of these options:
gf@mygofacing.com, gf@176.31.69.185, 99@mygofacing.com or 99@176.31.69.185

A. Connection by GoFacing App
GoFacing APP, is the client GoFacing's software for PC and Mac. The application is
available to disburden in GoFacing's web, and it is possible to install in every PC and
Mac the guest wants. The user's interface is almost identical the one that is visualized
in the web browsers.
GoFacing APP: SET UP.
On the main screen click on
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User
Your name: Put the name you wanted to be identified with in the conference
room. This will be the way the rest of the users will see your name when being
connected.
Register
This option is reserved for registered users. It is not necessary to be able to
realize calls.
Server address: mygofacing.com
Alias: nickname wanted to be used
User name: Ask the platform´s administrator.
Password: Ask the platform´s administrator.
Connect
Predetermined domain: mygofacing.com
Bandwidth: For connections with ADSL to use low or average bandwidth, with
optical fiber, width of high or maximum decree. It is important bear in mind, the
presentations of the graphical card and processor of the PC. It is recommended i5 or
Superior, and 2Mb of graphical card.
Sound
Tone: It is irrelevant.
Advanced options
To activate camera and microphone on having begun: If this option is marked
the application will use the chamber and the microphone formed by fault in his
computer, without asking on having initiated the meetings.
To request confirmation on having disconnected: Before leaving the
conference, it will be asked if really it wants to be disconnected. If it does not want to
be asked, not to select.
To see complete presentation for fault: In case that some participant of the
meeting does a presentation, for fault this one will meet on complete screen.
To send statistics of use to GoFacing: only statistics of use are sent, and never
information shared during the meeting. It is advisable to make it activated.
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C. Connection Microsoft Skype for Business® and/or Skype.

GoFacing allows the access and the invitation to users of Microsoft Lync (Skype for
Business).
For it, only it will be necessary to call from the client of Microsoft to the room, as if
about one more contact it was treating itself. In case of not having the room given of
discharge as a contact, introduce the direction of GoFacing's Virtual Room in the bar
of search, in the format room**PIN@mygofacing.com ", and make click in the logo of
the chamber – Start my video.
The client of Skype for Business will call to the room, and will receive a phrase, to
introduce the PIN of moderator or to accede directly as Guest.
GoFacing is a professional solution that guarantees the correct current and future
functioning with professional solutions that, in case of Microsoft, are the solutions of
Skype for Business. In this respect, the service is authorized by Microsoft and
guarantees his complete compatibility in all his professional solutions. With regard
to Skype (version final user) the commitment of functioning is based in " best of
practice ". This means that the evolution of the product on the part of Microsoft can
concern in his functioning in certain versions and environments.

D. Mobile devices´ connection (Android, iOS)
To get connected from mobile devices it will be necessary to unload the application
GoFacing APP for iOS, to call to the name of the room or to use Skype so much for
iOS or for Android. The procedure is identical to the paragraph "D" of this manual.

A. Telephone connection (-Only Audio-)
GoFacing allows that users, in spite of just marking a telephone number should accede
to the room, without costs extras - cost of national call - This service, is not available
in all the countries, and nowadays it is in process of growth (see the list of countries
https://gofacing.com/audionumbers)
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For users in Spain, mark 91.007.40.75. Later, the guest will be asked to mark the
number of room followed of #. This solution is very profitable, as it allows the audio conference accomplishment without variable costs, and allows to the audio users to
visualize the information if a sharing is realized, across web browser, or simply in
devices iOS or Android, across GoFacing App.
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