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Onboarding - 101

Welcome

Welcome to VirBELA! We bring our vision to life by redefining the future of work for
geographically dispersed professionals.

VirBELA was designed to enable companies to grow and scale in the cloud, cut the need for
costly office space, and hire the best talent no matter where they may be located.

Our clients lean on us to help build community, improve collaboration, reduce operating costs,
and scale rapidly across geographically dispersed locations. We help them accomplish these by
providing a 3D immersive workspace and coaching on how to operate their business in a virtual
world.

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.

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

Californi rem

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 -
ange Avatar
upper-right side of your screen. E':s) Users
) Mic Settings
Here you have the option to Room Sefings
. . i Preferences
CuEtﬂm 1ze "y"ClLlF EKPE rience. Send Bug Report

Enter Passcode

Reinitialize Voice
“ Privacy Policy
Terms Of Use
Log Out
Quit
St

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

Find Users

Selecting the Gears icon and clicking on Find Users, you can view who is currently active in
VirBELA and locate their position.



Users in World

AliceVennevik Auditorium

Campbell VIirBELA Growth Team (Team Suite)

IvonneGalarze Rosa Baltazar Team Room (Team Suite)
Jeff.Pottinger SWING 4 THE FENCES (Team Suite)
LorenaMartinez Rosa Baltazar Team Room (Team Suite)

YolondaDale Rosa Baltazar Team Room (Team Suite)

Mic Settings and Preferences

Mic Settings and Preferences allow you to adjust and
customize your audio and visual settings.

Environment Sounds Volume

Audio Settings

Ul Sound Effects Volume
B —————— |

Enable user join/leave notification

Microphone Options

Active Microphone

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

WindewstSoundiSeitings

Done

Font Scale

I raw 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.

i5
0. Wpiblic

Y

Press 'Enter’ to chat public




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

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.

W lS o
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72 | Public

$

ress ‘Enter' to chat publich..

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 the field is selected, you can begin
typing your message.

|Press Enter to chat publicly..

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




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 ....oiiiiiiiiviinnnn... Forward
Down/S .......oeevvvvneinnens.... Backward
Right/D..............ceevvnvnn Turn Right
Left/A ..o 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. 2

Private Volumes can be found throughout the Team Suite as well as ‘ 2 :

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.

Private Volumes




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. Each room in VirBELA can uniquely cater to party size and activity

type.

1 USER IN TEAM SUITE
DEMO

GO TO

Getting to Team Suite
There are two ways to enter your Team Suite.

You can navigate to Go TO and click on Private Team Suite. A secondary option is to click on
the Team Suite access stand.



Boardrooms

End Caps

Offices

Campus

Auditorium

Board Room

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

Team Suite Demo
Theater
VHBELA'S AN Cffice
@ Private Team Suite

™

Upon click, the Team Suite portal will appear with the option to enter a passcode. The Team
Suite passcode acts as the ‘virtual key’ to your Suite.

USER IN VIRBELA
ROWTH TEAM (TEAM

Aty
Team Suite Portal

Enter Team Suite Passcode

@ Remember passcode

Need a Team Suite? Purchas:

Close

Boardrooms: A higher capacity space,
Boardrooms Development o s f
End Caps Growth & Partnership ideal for holding company wide or

Offices Human Resources

Campus Marketing team specific meetings, or

Auditorium 'L,?' . . . = .
Board Room & OFEEI"IIZETIOI"I-WIC'E T.FHIF‘IIHE.

Board Room - Small »
Board Room Suite — = = %
S 3 Offices: Small capacity space, ideal for
Conference Hall r: B %
Imte PathGaro more intimate gathers, with
ice

e E customizable furniture and branding on
eater
the back wall and front glass panel.

Couch Square: Ideal for casual
gatherings around a webscreen for
collaboration and share engaging
materials.



Standing, Sitting, Viewing

- ' — -

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.

- 2) Bl You can unlock your view by clicking
OP N the space bar and using your mouse
— SPACEBARL to guide your view.

Your Name & Title

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.

10



MNow that your view is

VIBELA locked, you have the option
\ to zoom in on a presentation
Team Suites 1 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
topcenter of the 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.

LVIirBELA

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.

11



Returning to
your seated
view, select the
Stand Up option
in the lower left
side of the
screen to stand.

Looking Around (When Standing)

By default, the camera view is locked behind your avatar and follows their 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.

Customization

Image Panels

Team Suite owners, admins, and moderators can customize and brand your Team Suite by
right-clicking on an image panel. You can also link an image panel to a browser.

12



Remote Image Options

Display an image from a URL

hitps:/ican.glitch.com/20691bf5-819d-49ca-b [HLIND.S

Clicking image launches browser link

Link to this URL:

https:/cdn.glitch.com/20691bf5-8f9d-49ca-baaf-2 X

Cancel Apply.

Middle Meeting Area

Approach the Reception vicinity and choose between a Couch Square or a Reception
configuration.

Desk Configurations

Depending on the purpose of the meeting or the number of attendees, you can choose a Desk
Configuration in the top-center of the screen.

13



Vhy Team
uites?

remote work isthe
uture, but.-

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)

«  GOTO

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.

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.

14



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
Samba

= Climb

Talk Data
Broadcast Room Message g
Broadcast World Message
Sticky Note

VirBELA Campus Hub

Stay in the know with the VirBELA Campus Hub on upcoming events, tutorials, pro tips, and
latest updates.

Your Subscriptions

Selecting Your Subscriptions in the top-right corner of the hub, Team Suite purchasers and
account admins can make changes to their Team Suite subscription and passcode, set user
permissions and web board access, and invite co-workers to join their Team Suite.

Close

VirBELA cqmpus Hub VIrBELA Updates Qnur s,uhwcnmmn'.‘

T

15



Profie / Room

Subscription Information
Bcoounk ? P! secury

Organization: LA Grow

Security
Description

ssssss

Cancel Subscription

Team Suites

Part of a Team?

your passcor with existing users.

Please s

hich passcode to share:

O growthteam19 ) 7wz7XadPxzt

X Enter email

+ Add Another Email

clearal _

SentInvitations © <

Email User Date Sentv Resend

ajayigs8@gmail.com & 113012020 =

Sticky Note

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

To create a sticky note, 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.

Click to enter text...

To edit the sticky note, click on 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.

- RICE v
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.’ t\

Onboarding - 102

Presentation Boards

In VirBELA you have the opportunity to share PowerPoints, documents, and videos with
presentation boards. Additionally, presentation boards function similar to web browsers in that
you can input a URL and navigate to desired webpages.

To use a presentation board, simply walk up and click on it. A toolbar will appear in the
lower-right side of the screen.

Upload file Screen Presenter

share Tool

Bookmark
LB Sl hitps://www.virbela.com/learn-team-suites  [Rurgie S —

17



Presenter Tool
Reset the Board
Take Ownership
Remove Ownership

Zoom In/Qut

Pro tip: Engaging the Presenter Tool with
the cursor will reflect the webscreen as
well,

tation/ Tool ==

¢ > C I ¢« . o =

Campbell has control

Why Team
Suites?

Remote work is the
future, but....

Rermate warkers often forl isolated, and remote
teams can lack a sense of togethemess,
community, and shared space. This dorsn'tjust
sfect the quallty of meetings. It also makes it

18

The toolbar can also be switched to the
Presenter Tool mode.

This allows the user to view webscreen
activity while facing the audience.

L el ntips:/www.virbela.com/learn-team-suites - RRgEA

VirBELA

To prevent other users from
manipulating the webscreen, Take
Ownershipof a board.

If a board has ownership, mouse clicks
will be restricted to the presenter.

You can adjust the size by locating the
resize button — blue circle with arrows
in the upper-left side. Click the ‘red x’
to hide the presentation tool.



Team Suites Learni
Hub

Sharing Documents

Setting up shared documents for team projects and collaboration is simple. To start, access

your Google Mail (Gmail) account.

Google -IES

Mail ~ > c More -

Once you have accessed your Gmail account, locate

the Google apps icon in the upper-right side of your
screen. 1-50 of 50

19

1-500f50 < > Q-



From the options available in Google apps; i.e.
select "Docs.” This selection will bring you to
your Google Docs repository.

You can select a blank or pre-existing document
to share.

o0

O M&E

Mccount Mail Drive

i h N
\Ell

Docs Sheets Slides
b ',

5 I =

Calendar Chat Mest
Google+ Sites Contacts
Click “Share” in the upper-right corner of your screen -~
N N Ei]a
- T Normat text ‘:mn:\.‘. - " B 7 U A & oo = .5__;1: === = v Em;{n
[+

Name before sharing

Give your untitled document a name before it's shared:

Untitied docume

20

Note: if this is a new
(blank) document, you will
be prompted to title your
work at this time,



After titling your
document the following
“Share with others” box
will pop-up on your screen.

Share with others Get shareable link &2

People

Enter names or email addresses... /" -
From here, locate and click

“Advanced” in the
bottom-right corner of the -

pop-up box. “ { Advanced [

--.-_-"

Link to share

https:/idocs.google.com/presentation/d/18sCxXjwkR5i90xb5bDfytyJWVZ2G3oKCZxz1_

Who has access

Ch “Change..."
By Anyone at VirBELA who has the link can c oose “Cha e
T e hange...

- Campbell D'Eliscu (you) The fﬂllawing “Link
; cdeliscu@virbela.com

sharing” options will be
available.

Select the "On — Public on
Link sharing the Web" option.

—— SRR e e

( .- € On - Public on the web oy

Anmyone on the Internet can find and access. No sign-in r&qmred.#

-__——__—#

2 On - Anyone with the link
== Anyone who has the link can access. Mo sign-in required.
m, On-VIrBELA Attention: Make sure to
Amyone at VirBELA can find and access. H “w "
adjust “Access” so that
B, On - Anyone at VrBELA with the link your particlpants can edt
== Anyone at VilBELA who has the link can access. the shareable document,
». Off - Specific people
il

Shared with specific people.
Once selected, click
“Save."
Access: Anyone (no sign-in required) |Can edit

Mote: ltems with any link sharing option car -+ can adit le web. Learn more

Can comment

“ Cancel Can view e about link sharing



Once you have selected “On - Public on the Web,” copy the link provided to soon paste in the

VirBELA presentation board URL tab.

Share with others Get shareable i.nk@

Link shamng on Learn more

_ v on g PGP AP Sl e s O

= - e e e o s e =
People
Enter namas or email addresses... f - -
. »  Can adit
Can cormment

] iz

—
hifps/fdocs. googie. comddocument'd’ 1 BiHJ LygQ r XpCoaHiaJ Sy COaCu 2KEENE2 3

Entering Links in Presentation Board

Select the “Can edit”
option to ensure all
parties can collaborate
on the document.

Now that you have copied a shareable link to your document, engage a presentation board by

clicking on it. When prompted with the URL bar, paste the shareable link.

You can view, share, and collaborate on a shared document in real-time.

22



The Future of work is here! [

Ly

How to Share Your Screen

We use an external program called Free Conference Call to run our screen sharing tool. If this is
your first time trying to screen share, you will need to download the software and set up an
account with FCC. The process is short, and you only have to do it once.

Get Started

First, find a board you'd like to use, and click on it to bring up the toolbar. Click the “screen
share” icon.

¢ > U ¢ O =

VirBELA will ask you if you'd like to download the tool; click "OK."

Please Confirm

Download and install FreeConferenceCall App for screensharing?

Oﬁ‘:

The software will automatically download. Once it's finished, a new window will pop up. The
Free Conference Call application will also open.

23



FreeConferenceCall Instructions

1. The software will download and launch
2. Click Host on the window that pops up

: VirBELA

3. Create an Account

4. Click Invite button n 51: FUCtIDﬂ
- £l
i window

5. Click Copy to dipboard button
Copy to clipboard

6. Click Play button to share screen

1

When the FCC app opens, click "Host."

FreeConferenceCall o - ox|
® .
|
Join any meeting by entering online mesting Start orrecord your mesting right now
IDand your name. byalcking host.

Check connection

ﬁ < Go back m orlogin
If you do not

have an account

dsteele@virbela.com ] i
B e i already, click the

[1F L1}
pr— Sign Up
Host. button to create

el o L T an account with
them. You only
need to do this
Cheelc connection once.

Note: If you already have an account with FCC, you can skip the sign up and just log in.

24



It you are already dialed In, press #2392#% 1o

Once we have sync your phone to the desktop app.

logged into FCC, = 48

it will ask us Computer audio
what audio you

would like to

use, Computer
Audio should be
fine.

Next, it will bring you to a screen where you can select what Recording and Playback devices
you want to use. Click Continue.

Online Meeting ID- dstezled T - O x

< Goback

Welcome to the meeting lobby.

There are no attendees in the mesting.

Select your mic and speakers

Recording devices: Same as System

|use ambient nose reaucrion Automatically adjust evel
Playback devices: Same as System -

>

fe

3

25



4 Online Mesting ID: dstecles

dsteele@virbela.com

3 0
¢ ~ = i o 2 ©

Mute  Audio Video Invite Share Record Atendess Chat

Press the Share button in the bottom-center of the window.

i o @ 2o

Invite  Share Record Attendees

Share my screen

Select the application you'd like to share, or just select your whole screen from the list, and

then click "Start Sharing".

Online Mesting ID: dsteele8

Select items to share

26

The next screen
that comes up is
the home screen
of FCC.

All of the tools
you will need
during the
meeting will be
on the bottom
row.



After we press Start Sharing, a pop up dialog will appear on windows computers. Click Allow
Access.

B Windows Security Alert X

@ Windows Defender Firewall has blocked some features of this
app

Windows Defender Firewall has blocked some features of FreeConferenceCall on all public and
private networks,

C’ Name:
Publisher: FreeConferenceCall
Path: Cilusers'brazen\appdataYocal\foc\foo en.exe

Allow FreeConferenceCall to communicate on these networks:
Frivate networks, such as my home or work network

[CJPublic networks, such as those in airports and coffee shops (not recommended
because these networks often have litile or no security)

What are the risks of allowing an app through a firewall?

) Allow access Cancel

Now that we have the meeting started we need to head to the bottom row of icons invite
people to the meeting. We do this by clicking the Attendees button.

1
»
e 2 ©
1y Record Attendess Chat
Show participants r

On the right side of the window, you will now see the list of active participants. One of those
should be you. Next we are going to click +Invite Participants.

@ 1] - 7
Mode Hold Lock Q&4

+ Invite participants

S et (ou ‘

A new dialog box will appear and we want to click the Copy to Clipboard button.

27



Join the online meeting: hitps:/joinfresc
dsteeleb

Copy to clipboard l

Dial-in numbers

Access code
You are all good to go!

Once you are done with the meeting, navigate back to the FCC window. In the bottom left will
be a Leave button.

A =

More Leave

Lastly, a new dialog button will show up asking if you want to Leave Meeting or End Meeting.

Leave meeting X

Leave the meeting or end the
meeting for all participants.

Leave meeting

End meeting

Cancel

28



How to Play Live Video

We recommend playing live video in VirBELA with PowerPoint or Google Slides; i.e. versus
copying and pasting a Youtube video link. User’s can have complete control playing, pausing,
and restarting a video when the video is embedded within a PowerPoint or Google Slides

presentation.

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

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.

You are off to the races!

29



Link sharing

On - VIFBELA
Anyons at VirBELA

can find and scesss.
On - Anyone at VirBELA with the link
%% Anyona at VirBELA wha has tha link can accass.

= Off - Specific peopls
‘Shared with specific people.

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

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

El o Learn more about lik sharing

How to Record Video

Setting up Loom

We use an external program called Loom to record video in VirBELA. The process is short, and
you only have to do it once.

Get Started

If this is your first time using Loom, you will want to add Loom as a Chrome extension here.

wwwww

& chrome web store
@ Loom - Video Recoraer: screen, wencam ana viic

Offeredby:loom com
ook 9388 | productey | 2 1093505 users

pppppppppppppppppppppppppppppp

Share. T

< SendaVideo,Nota = Prre—
‘Thousand Words

Loom Video Record will live
in the top-right corner of
your Chrome browser,

30


https://chrome.google.com/webstore/detail/loom-video-recorder-scree/liecbddmkiiihnedobmlmillhodjkdmb?hl=en-US

Click the Loom icon in the browser toolbar to launch the program and sign up.

cbddmkiiihnedobmimillhodjkdmb?hl=en-US

hckboard What Youth % Stab § SURFERMAG

loom

Signin  Sign Up

zreen, Webcam and Mic Shee

@ Outlook Email

105 users

Reviews Support Related

A pop-up box will appear. Click Ok allowing Google Chrome access to your microphone.

“Google Chrome” would like to access the

5 will be able to ask

Don't Allow oK

Microphone and Camera Recording

Loom will need access to your mic and camera in order
to create stunning recordings.

One-Click Access

Another pop-up box will appear. Click Ok allowing Google Chrome access to your camera.

Record

%

ScreensCam  Sc

Full Desktop

Microphone Audio

rome” would like to access

iccess, websites wil be able to ask

Don't Allow oK

P> Record a Video

Start recording your first video.
Don't like the camera? Try
recording

screen only first!

Learn More

You are all good to go! The Loom icon will live in the top right of your Chrome browser toolbar
for future recording.

31



Record Motifications g

Screen+Cam Screen Only Cam Only

Full Desktop

Microphone Audio

Show advanced options

! video.

;
Y Start Recording

Laser Pointer

As the presenter, you have the ability to use a laser pointer to emphasize a section of your
presentation. Press the 2 key to enable and direct your cursor on a presentation board; press 2
again to disable.

Room Settings

Team Suite owners, admins, and moderators can flip between 3D voice (specialized
communication setting) and Flat Voice (equal voice quality setting) in the Room Settings option
in the gears menu in the top right.

Preferences

Room Seiltings

3D Voice

Done




Help located in the Gears

Hel .
xpu menu will take you to the
[N 1o //irbelazzendesk comync/en-us) - "Iul"irBELﬂ hEl pdesk in an
LVirBELA
Support external browser.
o Team Suites FAQ
hitps:/fwww virbela.com/t
Tutorials m It _f
e o Submit a request
s . h Jivirbela.zendesk,
e mi'h n-usir new
Or email:

Typing “/help” in the Chat Box will present a detailed list of Help@virbela.com

VirBELA Intercom (mobile)

VirBELA Intercom — App Store VirBELA Intercom — Google Play

The VirBELA Intercom mobile application allows users to switch rooms, the ability to see who is
in the rooms before joining, and the ability to talk mobile-ly.
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https://apps.apple.com/us/app/virbela-intercom/id1492326705
https://play.google.com/store/apps/details?id=com.VirBELA.VirbelaIntercom&hl=en_US%5C
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