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My Room Collaboration Features

SUMMARY

2

• This User Guide provides details on the functions related to the UC-One Desktop Application.

• My Room is a collaboration tool used to perform group chat, initiate a conference call using a 
conference bridge, or to perform desktop sharing with multiple people. 

• Users can enter another contact’s Room as a guest or invite contacts to join your Room.
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Initiating My Room Sessions

3

To join My Room from your UC-One 
desktop dashboard:
1. Click on the “My Room” icon. The My 

Room session is automatically started.

• You can add a colleague to join your 
My Room session, either by sending a 
chat to join your Room, or drag-and-
drop available contacts into your room. 
Participants must accept your request 
to be added to your Room.
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Initiating My Room Sessions
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To request colleagues to join your My 
Room Session:
2. Click on the “Contacts” icon. 

• Select the contact and drag and drop them 
into your My Room Session window.
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Initiating My Room Sessions
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From your “My Room” window
1. Click on “Copy My Room Invitation” link.

2. Paste copied invitation to email or chat. Or 
click on the “Email” icon to initiate an 
email with invitation details. 

• Once Guests receives the message, they 
can click on the link to join your My Room.

TO INVITE GUEST PARTICIPANTS WITHOUT 
AN ACCOUNT
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Accepting My Room Guests
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From your “My Room” window,
1. A pop-up window will appear for 

the Moderator as each Guest 
attempts to join the meeting. The 
Moderator will click on “Accept or 
Decline” as the request come in 
for the meeting.
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Calling My Room Session via Voice Call
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To initiate a voice call with My Room 
participants:
1. Click on the “Audio Call” button. 

• A call will be initiated into your 
“Conference Bridge.”

• Your Conference ID and Moderator Pin will 
automatically be entered, and the call will 
be connected.
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Calling My Room Session via Video Call
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To initiate a video call with My Room 
participants:
1. Select the “Video Call” button. 

2. A video call will be initiated into your 
“Conference Bridge.”

3. Your “Conference ID” and “Moderator 
Pin” will automatically be entered. Your call 
will be connected.
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Call From Other Device
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To initiate a call from another device 
(such as a conference or desk phone) 
with My Room participants:
1. Click the “Call from Other Device” button. 

2. A video call will be initiated into your 
“Conference Bridge.”

3. Your “Conference ID” and “Moderator 
Pin” will automatically be entered. Your call 
will be connected.
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Sharing Desktop in My Room
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While in a My Room session:
1. Click the “Share Desktop” button to show 

files or desktop applications. 
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Sharing Desktop in My Room
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A pop-up window will appear once the 
button is clicked:
2. Double-click which “Display” you would 

like to share. 

3. Or double-click the “Application” you 
would like to share.

4. After selecting a sharing option, a 
“Preview Window” will appear

• Once you are in sharing mode, you can 
choose to pause, stop, or select another 
application to share or preview during your 
session.
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Joining My Room As A Colleague
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To join a contact’s My Room session:
1. Select the “Contact” whose Room you 

want to join.

2. Right click on the contact and select 
“Join Room,” you will be placed into 
the contact’s Room.

2
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Joining My Room As A Guest
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Guests/Participants will click the 
link received via email or chat to 
join the session:
1. Enter your “First Name” and “Last 

Name” into the pop-up window, then 
click “Join Room.”

• Guests do not have private chat 
capabilities; however they can 
participate and view the Group Chat of 
the active My Room session.

2. After hitting “Join Room,” your request 
will be in a pending state until the 
Moderator accepts you to the room.
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My Room As A Guest
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Once the Moderator accepts, 

1. A pop-up window will appear 
asking for permission to use the 
computer/device Microphone 
and Camera. Select “Allow” to 
proceed forward.

2. A second Welcome window will 
pop-up explaining features. 
Upon review, click “Get Started” 
to join My Room.
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My Room As A Guest
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Upon joining the My Room Conference, 

1. “Instant Messaging” will be visible in 
the middle of the screen and can be 
used prior to joining the call or video.

2. Click “Call” to join from the desktop 
or mobile application. 

3. To call from a desk, conference or 
mobile phone, see the “Additional 
Call Options.” Choose the Dial In & 
Conference Number or enter a phone 
number for the system to call.

4. Click “Video” to turn off the camera.

5. Click “Share” to show files or desktop 
applications.
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Utilizing Moderator Controls
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As a My Room Moderator, use various controls to manage the call,
• Lock Audio Conference

• Mute All Participants

• Unmute All Participants 

• Dismiss All Participants

• Copy Recent Attendee List

• Allow Participants to Share
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Utilizing Moderator Controls
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While on an active call in the My Room 
session, Moderators can utilize controls 
under Participants section:
1. Right-click on their name or the three dots in 

the right pf the Participants section header to 
select an option for the entire session. 

• A drop-down menu will appear, select the 
desired option.
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Utilizing Moderator Controls
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While on an active call in the My Room 
session, under Participants:
2. To mute or dismiss a specific participant, 

right click on their name in the Participants 
window and make the desired selection.

• Guests from outside the company do not 
have private chat capabilities. However, 
they can see the chat history of the active 
My Room session.
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For Additional Support Email 
support@peachcomm.com OR 

Call us at 877-953-8741
19
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