
VCEverywhere Desktop Quick Guide 
 



To start using the desktop client please click on the link in your ‘new user account’ 
email (http://desktop.vceverywhere.com/scopia/mt/organisation name?client) 
Enable all the available features and click install. You will then be prompted to enter 
your user name and password to sign In 

http://desktop.vceverywhere.com/scopia/mt/haleys?client
http://desktop.vceverywhere.com/scopia/mt/haleys?client


The Scopia Desktop client will then begin the installation which should only take a 
few seconds. Once complete you will be taken back to the VCEverywhere welcome 
page as a logged-in user. You can now join a meeting by entering a valid ‘Meeting 
ID’ or by clicking on the link to your ‘Virtual Room’ 



The most effective way to manage your desktop application is from the ‘Contact 
List’. You can select this from the windows ‘Start’ menu. From here you can add 
contacts, access your virtual room, join a meeting and adjust your settings. 



To secure your meeting with a PIN, 
click ‘settings’ and enter a Room PIN 
before you schedule your meeting 

The easiest way to schedule a meeting is from ‘Microsoft Outlook’. Simply click on 
‘SCOPIA Meeting’ and your meeting invite will automatically contain all the dial-in 
information for every type of participant.  



The screen shot below is an example of the layout when in a live multipoint call. 
From here you can adjust your screen layout, share your presentation and control 
your meting from the moderator menu.   



The next two slides covers the tasks most commonly performed in a Scopia 
Desktop meeting  






