
QUICK START GUIDE

FIND YOUR PASSWORD
You need your CommPortal phone number (or email address if 
you have set this up) and password to start using MaX 

844.300.
2636(COEO)

DOWNLOAD AND INSTALL THE SOFTWARE

SET UP A MEETING

 – Start Without Video 
or Start With Video

 –

SCHEDULE A MEETING

Schedule A 

Schedule

JOIN A MEETING
Join

EXPLORE THE MEETING WINDOW

Host toolbar:



QUICK START GUIDE

SET UP YOUR AUDIO
Microphone  and 

Video

Join Audio

Leave Audio

ACCESS THE SETTINGS MENU    

also use the 

INVITE CONTACTS TO A MEETING    
Invite

VIEW MEETING PARTICIPANTS    

– Mouse over your name to mute/unmute yourself or

– Mute Me - put yourself on mute.

– Raise Hand

 –

 to 

Mute All or Unmute All

Select More

 –

– Play Enter/Exit Chime

 –

–

SHARE YOUR SCREEN    
Share Screen

Note: The Share Screen
Lock Screen Share.

– Pause/Resume

– Share a New Window

– Annotate

– Mute

– Stop/Start Video

– More

Click 

SEND A MESSAGE TO MEETING ATTENDEES    
Chat to open a Chat window and send a 



RECORD YOUR MEETING    
Record

using the 

Note: The Record

QUICK START GUIDE

MORE QUESTIONS?

844.300.2636(COEO) or email info@coeosolutions.com

LEAVE THE MEETING

ADDITIONAL MEETING WINDOW OPTIONS




