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O F F I C E  O F
I N F O R M AT I O N
T E C H N O L O G Y

Contact the OIT Help Desk for support.  

Call 817-272-2208 or submit a ticket at ithelp.uta.edu.

http://ithelp.uta.edu


Prepare for the Meeting
Meeting hosts should use one microphone and one speaker for the 
meeting to prevent audio feedback.

If the conference room is equipped with an audio or video system, use 
that device for audio and video.  The device will serve as a microphone 
and a speaker for everyone in the conference room.  

Participants in the conference room can join the meeting on their 
devices to see content more easily and share their video feeds. 

Participants in the conference room should choose “Don’t use 
audio” before joining to prevent audio feedback. 

Remote users should join the meeting as normal.

Pin Video Feeds
Participants can use the “Pin” feature to display specific video 
feeds on their devices only.

Click three dots next to the name of the video feed and choose 
“Pin” to enable this option.  Repeat as necessary.

Spotlight the Conference Room
Meeting hosts can use the “Spotlight” feature on the conference 
room device to ensure those present are visible on screen.

This option allows participants who have joined remotely to see the 
conference room and everyone in it. 

Click three dots next to the name of the video feed and choose 
“Spotlight” to enable this option.

Meeting hosts can use the “Spotlight” feature to display 
additional video feeds if desired.  

Click three dots next to the name of the video feed and choose 
“Spotlight” to enable this option.  Repeat as necessary.

Visit go.uta.edu/conferenceroom to 
see additional and larger screenshots.

http://go.uta.edu/conferenceroom



