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Lobby Management 

Starting a Meeting 

Prior to the start of a meeting, guests are 

placed into a Lobby. When a Host joins the 

meeting, ALL guests are then admitted to the 

Meeting automatically. 

Alternatively, if the Meeting Room is in Lock 

Mode. Guests must be admitted by the Host. 

 

Locking a Meeting 

Rooms can be locked at any time by the Host. 

Once a room is locked, Guests must be 

admitted manually by the Host.  

To Lock a Meeting Room, select the Call 

Control Icon       on the Right Action Bar. 

Under Security, click the Padlock icon.  

 

When a Meeting 

Room is locked, a 

closed Padlock will 

appear on the Left 

side of the 

Meeting 

Display.  

 

 

 

 

Lobby Notifications 

Locked Meeting Rooms will display a 

notification Top Right corner. The ‘red’ bubble 

indicates the number of guests waiting in the 

Lobby. The ‘blue’ bubble indicates number of 

active participants.  

Hovering over the Participant Icon will display 

a text notification. Only Hosts can admit 

Guests into the Meeting Room. 

 

 

 

 

 

Viewing Guests in the Lobby 

To view guests waiting in the Lobby, click on 

the Participant Icon Top Right on the Action 

Menu.  

 

 

 

 

 

 

 

Admitting Participants 

The Host can admit all guests at once, or 

select individual guests to Admit only. 

To Admit all guests, click on the Participant 

Icon Top Right on the Action Menu, then 

Select ‘Admit all’. 

 

 

 

 

Alternatively, to admit individual guests, click 

the guest to expand additional options. Then 

select ‘Admit to meeting’. With this method, 

the host can also select to mute/unmute and 

turn the Camera on/off for the guest upon 

entry.  

 

 

 

 

 

 

 


