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To configure your MeetingPlace Express | To schedule a voice meeting (cont.): 43 )
profile: 11 Delete the ——
i |nformat|0n :::'v" Manday, Movernber 10, 2005 5:30 AM-10:30 a6 1SAT-05:000 Eastem Time [US & Canada).

Before you begin: in the text box ™ T —
1. Close all Microsoft Outlook and Microsoft Office applica-|  that is specific S e,

tions. . L to web meet-  Fifi b J
2.{ S0 dzLJ e€2dzNJ aSSuAy3aAtfl OS 9 E”I,@}gl;[s_é_é, e

a. Go tohttps://meetingplace.xavier.edu 12ClickSend '

b. Login with your Xavier network credentials.

c. Input your name, email address, and any alternate phone
numbers you wish to include. P e SR

d. Click théJpdate Profilebutton when you are finished. B

e 7 falE] M1

To update your existing profile: To schedule a reservationless meeting:
Before you begin: A reservationless meeting is a meeting that you do not schedule
1.Access MeetingPlace Express via Microsoft Outlook or di- in advance. Instead, you start a reservationless meeting when
rectiy through the Webﬁttps //meet|nqp|ace xavier. ed)J yOU need one. For reservationless meetlngs the SyStem uses
2.1f prompted, enter your Username and Password to signin  KS NBaSNBI A2yt Saa L5 2F GKS
to MeetingPlace Express. 1.Make sure you have installed the Microsoft Outlook pilg
3.Click on theProfile option on the righthand side of the before you begin. For help, see the instructions on installing
KSIF RSNJ NR g X D the plugin in the top section of this Quick Reference Card.
YAVIER 2.Doubleclick on any date/time within your Outlook calendar!
uuuuuuuuuu Cisco Unified MeehngPIace Express i_i ikcme 3.Click theMeetingPIacetab.
e — 2= 4.1f prompted, enter your Cisco Unified MeetingPlace Express
4.Enter the desired changes on tRelit Profilepage. username and password.
5.Click theUpdate Profilebutton when you are finished. 5.ClickLog In
6.SelectYes, use my reservationless.ID
To schedule a voic&)nly meeting: 7.Enter a subject for the meeting. You cannot enter values i

any other field.
' 1.Start a new meeting request by either clicking anywhere on8.To schedule a recurring meeting, clR&currence..

your Outlook calendar, or clicking on thlew menu and 9.To invite attendees, click th&chedulingab and enter
then selecting theVleeting Requesbption. attendee names in thall Attendeescolumn.

2.Click thelnvite Attendeesbutton. Fill in theTo:, Subject:, 10.To include a message, click thppointmenttab and enter
and Locationfields. the information.

3.Select the desire®tart timeandEnd time. 11.ClickSend

4.Click theMeetingPlacebutton in the Showgroup.

5.1f prompted, enter your username and password To modify an existing meeting;

(Xavier User ID and password). Cliog In ) )
6.SelectYes, create a new meeting You cannot change a scheduled meeting to a reservationles

7.Enter theSubject Meeting 1D, andNumber of participants | Meeting, and you cannot change a reservationless meeting t
(We recommend using yourdigit ext. for the Meeting ID.) | & Scheduled meeting. However, to change the details (date, .
8.ClickMore optionsto enter more meeting options. UAYSE Ay@dAusSsaz _S GO®L | aaz2ONlUs
a. For security, we recommend setting -@igit password. 1. In your Outlook calendar, do_ubtehck on the meeting you
b. Specify whether the meeting will be open to anyone who want t.o change. For a recurring meeting, choose one of th
knows the Meeting ID and Password, or just to people with following steps:

a MeetingPlace Express profile (Xavier faculty & staffy .| & To reschedule a single meeting occurrence, sé)gen
c. The remaining fields do not apply to a veirgy meeting. this occurrencethen clickOK.
9.To schedule a recurring meeting, click Recurrence b. To reschedule all occurrences of a recurring meeting,
button in the Outlook ribbon. selectOpen the seriesthen clickOK.
10.Click on the Office button in the upper, léfand comer of | 2. Click theMeetingPlacetab. _
the window, and choose th8aveoption from the drop 3. Modify the desired meeting details.

down list. This will cause the MeetingPlace information to b#: ClickSend Updateo send updated notifications to the mee
displayed in the text box of the meeting invitation. Ing invitees.



https://meetingplace.xavier.edu
https://meetingplace.xavier.edu/
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J
To join a meeting through Outlook: To join a meetin gEf‘a 0o n

-
Meeting invitations will arrive in your Outlook Inbox. After you7.Click on the Meeting ID to link to the meeting
accept an invitation, the meeting will appear in your Outlook otcmpa
Calendar. —
¢2 22AY | YSSiAy3aXxo
1. Open your Outlook calendar and doutdkck on the
meeting entry. If you are attending a recurring meeting,
chooseOpen this occurrencevhen you are prompted, and

0 Voice/Video Sample mesting
participants
o web

participants

4284
10/26/2009, 7:45 AM (US: Eastern (EST/EDT))
30 minutes

Once

2

Voice/Video + web mesting
General Use : H.263 : 192 - 384 kbps

a: No
4284
Lynn Beirl

clickOK. i R

T ort

Open the meeting reminder when it displays on your

monitor. Do
2. Click the URL in the meeting invitation to join the meeting.

This will open the web browser and bring you to the e R e

Meeting Detailspage in Cisco Unified MeetingPlace BT S —

Express.

NOTE: If you see security warnings requesting permission8. Before you join the meeting, note the password in the
to install and run Cisco Unified MeetingPlace Express com- Meeting Detailssectiort you will need it to access the voice

ponents, clickres to all. component of the meeting.
3. Click the Join Meeting button. 9.Clickonthe& / I £ f Y& LIK2y SkcetkRck# Sy RI
| 4. If prompted, enter your MeetingPlace Express username  you wish to have the meeting call your phone automatically.
\ and password to enter the virtual meeting room. Make sure the number specified in the box is the number |

you want to be called. You may also choose to dial in manu-
.. ) . ally using the number specified in the top, rigiand corner
To join a meeting through the website: of the screen. |
If you are a Mac user or joining the meeting from-cdimpus, 10+ S N_‘y‘ Te Ehtﬁr]wéb m.f*éﬁ@ roori 0 2E A& K'S
2dz Ol y | 00Saa GKS YvS$Siaaya | oRuslgrrthe JopMeaitgs o SHUEOR P enettheg s

e Z

9ELINBaa 6S504aA0GSXD meeting room. _ " _ .

¢2 22AYy | YSSGAY3IXD 11.When you join the meeting, an addltlona[W|ndow will

1. Go to the MeetingPlace Express website at: open with ared, book 221 Ay AOZyXo
https://meetingplace.xavier.edu 14 start [ veeti. [ Ervelep.. [@2mMi.. - | Sanpl..,

2. At the righthand side of the header bar, cligk[ 2 3 L y € ] ]

3. Enter your Xavier Username and Password. If needed, you can navigate between the meeting room

4. If desired. selectthé wS Y S Y 6 SHetkhoSts have and the Meeting Details screen by clicking back and forth

the website remember your password in the future. between the_Meetmg Room ico and the Inte
NOTEThe MeetingPlace Express website does not synch et browser ico
with the Xavier Password Manager, so you will need to
remember to manually change your MeetingPlace Express
password whenever you change your system password.
Click the Log|n button.
6. The meeting should be displayed in tAetive Meetings
section of the website. If the meeting you are trying to join
is not displayed, try entering thigleeting IDand click on
the/Go,  button to search for it.

KVIER

universiTy' Cisco Unified MeetingPlace Express

Sampl...

o

Attend | Schedule | Find | Start Reservationless

Find Meeting

© y mestnge O publcmastings O Recordnge O vestngo ||

From | 10/26/2003 e 0 [1072672009 ]

Results

Date/Time ~
10/26/2009, 7:45 AM
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This is an of an

'n?“ﬂhﬁ [T A
Format Text

exampl e open

e —
| Meeting | Insert Developer  Add-ns

Testing joining a mtg--please ignore - Meeting

Meeti ngPl ace

) = EF 8 &

T@ [G] calendar -

B Check Names

(G} Address Book

e Show As: [l Busy

O Q&Y B

Cancel (3 Forward ~ Scheduling Tracking | Add or Remove Messageto  Meeting 3 Reminder: |None - Recurrence Time Categorize spelling | Meeting
Maeting Assistant - pi & = Zones - - Notes
Adtions Show Attendees Options Proofing | OneNote

‘ Mo responses have been received for this meeting.

Location: ‘ meetingplace.xavier.edu (ID:4284)

] [L7o.. ] |smith, John; |
:SEI Subject: ‘Testmgjoinmg amtg--please ignore |
Update @] [room:. ]

v | |10 AM | Can day event

v [8:40 AM |

Start time: ‘ Fri 9/11/2009

End time: ‘ Fri 9/11/2009

When: Friday, September 11, 2009 8:10 AM-8:40 AM (GMT-05:00) Eastern Time (US & Canada).
Where: meetingplace.xavier.edu (1D:4284)

FEEEN NN SR

Subject: Testing joining a

Date/Time: Sep 11, 2009, 8:10 AM (Eastern Daylight Time)
Duration: 30 mins

Frequency: Once

Password:

Meeting type: Voice/Video + web meeting

Owner: Lynn Beir

To join the meeting

Meeting URL: http.//meetingplace.xavier. edu/m/5830D830! 3DB62000247314FDFEQDA

Off-Campus Dial-in Number: +1 (513) 745-1340

On-Campus Dial-in Number: 1940

-

In Shared Folder: 74 Calendar

'Jstart. @ "™ 7 [ caenda-Mira.. [ Testingjoinnga... | Y Telephana Lser ..

Last modified by Beirl, Lynn at 8:01 AM

Seach Deskiop |0, Il YESC R et ol o=

i untitled - Paint

Once you click on the link to access the Meeting URL, you be taken to the MeetingPlace Meeting Details screen for tat

XVIE

universiTy” Cisco Unified MeetingPlace Express

Attend | Schedule | Find | Start Reservationless

Log In | Help

Meeting Details

Off-Campus Dial-in Number:: +1 {513} 745-1340
On-Campus Dial-in Number:: 1340

Subject:
Meeting ID:
Date/time:
Duration:

0 Voice/Video
participants

0 Web
participants
Frequency:

Scheduled participants:
Meeting type:

Video type:

Show meeting in public listing:
Owner:

Language:

Invitees (0):

(Update meeting status)

Testing joining a

4284

09/11/2009, 8:10 AM (US: Eastern (EST/EDT))
30 minutes

Once

2

Woice/Video + web meeting

General Use : H.263 : 192 - 384 kbps
Yes

Lynn Beirl

English (US)

None

Dial in from your phone or Leg In to attend voice meeting

Enter web meeting room

First-time users should run the Browser Test to verify they can

participate in a web meeting

tin
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To record a meeting:

Before you begin:

1. Close all Microsoft Outlook and Microsoft Office applica-
tions.

2.{ S0 dzLJ 282dzNJ aSSiAy3ttl OS
a. Go tohttps://meetingplace.xavier.edu
b. Login with your Xavier network credentials.
c. Input your name and email address.
d. Click théJpdate Profilebutton.

9

To arrange to record a meeting at which
you will not be a participant:

You can configure Cisco Unified MeetingPlace Web Conferenc- in th

Ay3a G2 lLdzi2YlFGAOFEft& NBO2NR
1.c2ftt2¢ adtsSLla m GKNRIAK 1 A
Ay3yYé aSOGAz2y 2y LI 3IS m 27

2.From theMeeting Optionspage, seRecord Meetingo Yes.
This reserves disk space for the recording.

3.C2NJ UKS aldziz2YFrdAoOrtte {dF
& , S@hés will initiate the recording after the second
person enters the meeting.

4.To return to the New Meeting page and finish scheduling

&2 dzNJ YS S { dxoImA ((BK 3O KBRMAD 1S £ d

NOTES:

1.As long as there is disk space available, profiled users can
start recording at any time from within the meeting console
even if Record Meeting is set fob 2 €

2.Recording will not start if there is no audio component to
your meeting. This can be through a telephone or a video
endpoint with a microphone.

To find a previouslyrecorded meeting:

¢t2 t20FGS NBO2NRAy3Ia FTNRY LI

1.Go to the MeetingPlace Express website
(https://meetingplace.xavier.edu).

2.ClickLog Inat the top, righthand side of the screen.

3.Enter your user id and password & click on toginbutton.

4.ClickFindon the top of the page.

5.Choose your search criteria:

To: Do This:

Find meetings that you schedClickMy meetings.
uled or were an invitee.

Find meetings that are avail- ClickPublic meetings.
able for anyone to see.

Find meetings that have
recordings.

CheckPublic recordings.

Find meetings that have a
particular meeting ID.

Enter the Meeting ID.

NI

Cla
L
You can choose to listen to a meeting recording as soon-as it
becomes available. Meeting recordings are available within an
hour after the meeting ends and are in MP3 format.
E theNueetidg assieiRtadwithdhe aecording was restricted to
profile users or by a password, you will require this additional
information to listen to the recording.
STF2NBE @&2dz 0SIAYXD
1. Make sure that you have a media player that can play MP3
files installed on your computer. Many media players are
available as free downloads from the internet, such as Win-
dows Media Player, Apple QuickTime, Apple iTunes, and
Real Media Player.
2. Find the meeting that you want to listen to. (See instructions
eTa findagm%ﬂ%v@corded meetingsection.)

Cendrlourtie g
P

& A R
UN?A. aS ggié
Log in'to Ciscbni

1. |(Ze\(§ EléfeHng)PlacExpress.
2. Enter the meeting password if required. The Meeting

§ d&"geﬁ‘% 2LIA2yS OK2248

To play back a recorded meeting:

ecor
TIP:The system administrator may purge meeting recordings
after a certain time. To ensure that you have a recording avail-
able for future reference, download and save it after it be-
comesavailable.

To associated MeetingPlace Express with
previously scheduled Outlook meeting

You can associate Ciddaified MeetingPlac&xpress with any
meeting that is scheduled with Microsoft Outlook, even if yo
originally did not schedule the meeting to use Ciseified
Igl e%%ageExpr?ségss%}\rysﬂ Cgr){'f you no longer require
iIscanifie Z@Ieetlng ac&xpress resources for a meeting y
have scheduled with Microsoft Outlook, you can disassociat
CiscaUnified MeetingPlac&xpress from that meeting. The
meeting becomes a Microsoft Outlo@hly meeting. To do
azxo
1.Find and doublelick the meeting in your Outlook calendar
that you want to associate or disassociate
2.1f you are associating or disassociating a recurring meetin
choose one of the following, then cli€
a. Open this occurrence
b. Open the series
3.Click theMeetingPlacetab.
4.Do one of the following:
a. Chooseéres, create a new meetin§you are associating
a meeting.
b. ChooséNoif you are disassociating a meeting.
5.ClickSendto save your changes and to send updated notifi
cations to meeting invitees.

53?/ rd. (if required). ., R A
dz? S(I I qu d)zu dzNE | Y S ¢
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Setting user roles: Controlling a par“f‘ﬂ;}i

1. There are three user roles in a meeting: muting a user
a. Moderator:
A participant who has moderator privileges can perform Muting a participant during a meeting affects sounds coming
all activities in the web meeting room. By default, all | from their phone or video endpoint.
participants who enter a meeting with their Cisdaified ~ . .
MeetingPlace Express profile (that is, who entertheir | - ST2NB | 2dz . STIAYy X O
CiscaUnified MeetingPlace Express username and pass ® You must be a moderator.

word) have moderator privileges. w You must be in the web meeting room.
b. Presenter: ¢2 YdziS | aay3ats Lm—i‘—ll yiixXo
A presenter has more privileges than a participant 1. From the participant list pod, click the sueans:
with audience permission, but fewer privileges than a name of the participant you wish to =" *= &
moderator. In the full meeting room, presenters can mute. b ey el =
control shared content, post notes, control the chat ¢2 YdziS Ydzf GALE S L5 W v g X
feature, and use all features that are available to la.For Windows users, pre€srion the
participants with audience permissions. keyboard, then click the names of the
participants that you want to mute.
When meeting participants are sharing desktops, 1b.For Mac users, press ti@mmandkey
windows, or applications, presenters can view shared on the keyboard. ) @bt |__wis)
content, share their own content, and control theirown ¢ 2 YdzuS €€ LJ NUA yutaxeo
viewing experience. 1. Click on thePod Optionshuttori o display the menu.

2. Click on theSelect Alloption.

By defaultGuest userenter meetings with presenter 3. Ctrlclick orCommandclick those participants you want to
permissions. deselect, such as yourself and webly participants.

NOTEThe presenter permission level has no practical | Once you have selected the desired participants you wish to
use in Cisctnified MeetingPlace Express meetings that Y dzii S X @

do not include sharing functionality. 1. Click on th@]#] button at the bottom of the participant list
pod. I
c. Audience: 2. Clicksks|  on the volume slider to set the chosen partici- |
A person who has audience privileges has limited pants to mute.
permissions during a meeting. In the full meeting room, 3. Click elsewhere on the screen to hide the volume slider.
audience members can also view shared content, chat The selected participants will appear as muted in the

messages, and notes, and send chat messages. Modera  participant list.

tors and presenters can restrict audience chat messages.

No participant has this permission level by default. To unmute participants:

However, moderators can demote participants to this | 1. Select the participant or participants you wish to unmute.
permission level during a meeting to restrict the activity| 2. Click on thdil§  button at the bottom of the participant I

of those participants. pod.
3. Click on theL_J button at the bottom of the volume slid

) to unmute the selected participants.
Changing your status:

¢2 OKIFy3aS @2dzNJ a0 Gldza RdzNAY3I | YSSiAy3aXo

1. Click on the arrow at the right
hand side of theMy Statusbar at
the top of the participant list.

2. Click on your desired status from the drdpwn list.

3. Anicon will appear next to your name in the participant list
indicating your current status.

Hartipartalistafi) ]

My Status | =

Moderator

NOTEIf you hover over a name in the participant list, a pgp Presenter Audience
gAEE FLIISFENI adzYYIENRAT Ay3 GKEG LISNE2YyQa NRBES IyR OdzZNNBy i
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