
Using Cisco Unified MeetingPlace Express 

To configure your MeetingPlace Express 

profile:  

Before you begin: 
1. Close all Microsoft Outlook and Microsoft Office applica-

tions.  
2. {Ŝǘ ǳǇ ȅƻǳǊ aŜŜǘƛƴƎtƭŀŎŜ 9ȄǇǊŜǎǎ ǇǊƻŦƛƭŜΧΦ 

a. Go to https://meetingplace.xavier.edu. 
b. Login with your Xavier network credentials. 
c. Input your name, email address, and any alternate phone 
    numbers you wish to include. 
d. Click the Update Profile button when you are finished. 

To schedule a voice-only meeting: 

1. Start a new meeting request by either clicking anywhere on 
your Outlook calendar, or clicking on the New  menu and 
then selecting the Meeting Request option.  

2. Click the Invite Attendees button. Fill in the To:, Subject:, 
and  Location fields. 

3. Select the desired Start time and End time. 
4. Click the MeetingPlace button in the Show group.  
5. If prompted, enter your username and password  

(Xavier User ID and password). Click Log In.  
6. Select Yes, create a new meeting.  
7. Enter the Subject, Meeting ID, and Number of participants 

(We recommend using your 4-digit ext. for the Meeting ID.) 
8. Click More options to enter more meeting options.  

a. For security, we recommend setting a 4-digit password.  
b. Specify whether the meeting will be open to anyone who  
    knows the Meeting ID and Password, or just to people with 
     a MeetingPlace Express profile (Xavier faculty & staff) . 
c. The remaining fields do not apply to a voice-only meeting.  

9. To schedule a recurring meeting, click the Recurrence  
  button in the Outlook ribbon. 

10.Click on the Office button in the upper, left-hand corner of 
the window, and choose the Save option from the drop-
down list. This will cause the MeetingPlace information to be 
displayed in the text box of the meeting invitation. 

To modify an existing meeting: 

You cannot change a scheduled meeting to a reservationless 
meeting, and you cannot change a reservationless meeting to  
a scheduled meeting. However, to change the details (date, 
ǘƛƳŜΣ ƛƴǾƛǘŜŜǎΣ ŜǘŎΦύ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŀ ǎŎƘŜŘǳƭŜŘ ƳŜŜǘƛƴƎΧΦ 
1. In your Outlook calendar, double-click on the meeting you 

want to change. For a recurring meeting, choose one of the 
following steps: 
a. To reschedule a single meeting occurrence, select Open  
    this occurrence, then click OK. 
b. To reschedule all occurrences of a recurring meeting,  
    select Open the series, then click OK. 

2. Click the MeetingPlace tab. 
3. Modify the desired meeting details. 
4. Click Send Update to send updated notifications to the meet-

ing invitees. 

To schedule a reservationless meeting:  

A reservationless meeting is a meeting that you do not schedule 
in advance. Instead, you start a reservationless meeting when 
you need one. For reservationless meetings, the system uses 
ǘƘŜ ǊŜǎŜǊǾŀǘƛƻƴƭŜǎǎ L5 ƻŦ ǘƘŜ ǎŎƘŜŘǳƭŜǊΧΦ 
1. Make sure you have installed the Microsoft Outlook plug-in 

before you begin. For help, see the instructions on installing 
the plug-in in the top section of this Quick Reference Card. 

2. Double-click on any date/time within your Outlook calendar.  
3. Click the MeetingPlace tab.  
4. If prompted, enter your Cisco Unified MeetingPlace Express 

username and password.  
5. Click Log In.  
6. Select Yes, use my reservationless ID.  
7. Enter a subject for the meeting. You cannot enter values in 

any other field.  
8. To schedule a recurring meeting, click Recurrence....  
9. To invite attendees, click the Scheduling tab and enter  

 attendee names in the All Attendees column.  
10. To include a message, click the Appointment tab and enter 

the information.  
11.  Click Send.  

To update your existing profile: 

Before you begin: 
1. Access MeetingPlace Express via Microsoft Outlook or di-

rectly through the web (https://meetingplace.xavier.edu) 
2. If prompted, enter your Username and Password to sign in 

to MeetingPlace Express. 
3. Click on the Profile option on the right-hand side of the 
ƘŜŀŘŜǊ ǊƻǿΧΦ 

4. Enter the desired changes on the Edit Profile page. 
5. Click the Update Profile button when you are finished. 

To schedule a voice meeting (cont.): 

11.Delete the 
information  
in the text box 
that is specific 
to web meet-
ings.  

12.Click Send.  

https://meetingplace.xavier.edu
https://meetingplace.xavier.edu/
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Meeting invitations will arrive in your Outlook Inbox. After you 
accept an invitation, the meeting will appear in your Outlook 
Calendar. 
¢ƻ Ƨƻƛƴ ŀ ƳŜŜǘƛƴƎΧΦ 
1. Open your Outlook calendar and double-click on the  

meeting entry. If you are attending a recurring meeting, 
choose Open this occurrence when you are prompted, and 
click OK. 
τorτ 
Open the meeting reminder when it displays on your  
monitor. 

2. Click the URL in the meeting invitation to join the meeting. 
This will open the web browser and bring you to the  
Meeting Details page in Cisco Unified MeetingPlace  
Express. 
NOTE: If you see security warnings requesting permission 
to install and run Cisco Unified MeetingPlace Express com-
ponents, click Yes to all. 

3. Click the                                     button. 
4. If prompted, enter your MeetingPlace Express username 

and password to enter the virtual meeting room. 

To join a meeting through Outlook: 

If you are a Mac user or joining the meeting from off-campus, 
ȅƻǳ Ŏŀƴ ŀŎŎŜǎǎ ǘƘŜ ƳŜŜǘƛƴƎ ǘƘǊƻǳƎƘ ·ŀǾƛŜǊΩǎ aŜŜǘƛƴƎtƭŀŎŜ 
9ȄǇǊŜǎǎ ǿŜōǎƛǘŜΧΦ 
¢ƻ Ƨƻƛƴ ŀ ƳŜŜǘƛƴƎΧΦ 
1. Go to the MeetingPlace Express website at:  

https://meetingplace.xavier.edu. 
2. At the right-hand side of the header bar, click ά[ƻƎ Lƴέ. 
3. Enter your Xavier Username and Password.  
4. If desired, select the άwŜƳŜƳōŜǊ ƳŜέ checkbox to have 

the website remember your password in the future. 
NOTE: The MeetingPlace Express website does not synch 
with the Xavier Password Manager, so you will need to 
remember to manually change your MeetingPlace Express 
password whenever you change your system password. 

5. Click the                 button. 
6. The meeting should be displayed in the Active Meetings 

section of the website. If the meeting you are trying to join 
is not displayed, try entering the Meeting ID and click on 
the          button to search for it. 

 

To join a meeting through the website: 

To join a meeting (continued)é. 

7. Click on the Meeting ID to link to the meeting. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Before you join the meeting, note the password in the 
Meeting Details sectionτyou will need it to access the voice 
component of the meeting. 

9. Click on the ά/ŀƭƭ Ƴȅ ǇƘƻƴŜκǾƛŘŜƻ ŜƴŘǇƻƛƴǘ Іέ checkbox if 
you wish to have the meeting call your phone automatically. 
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, right-hand corner 
of the screen. 

10.±ŜǊƛŦȅ ǘƘŀǘ ǘƘŜ άEnter web meeting roomέ ōƻȄ ƛǎ ŎƘŜŎƪŜŘΣ 
then click on the                                      button to enter the 
meeting room. 

11. When you join the meeting, an additional window will 
open with a red, book-ƭƻƻƪƛƴƎ ƛŎƻƴΧΦ 

 
 

If needed, you can navigate between the meeting room  
and the Meeting Details screen by clicking back and forth 
between the Meeting Room icon                      and the Inter-
net browser icon                    .  

 

https://meetingplace.xavier.edu


Screenshots for MeetingPlace Express 

This is an example of an open MeetingPlace Express meeting invitationé. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you click on the link to access the Meeting URL, you be taken to the MeetingPlace Meeting Details screen for that meeting: 
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To record a meeting: 

Before you begin: 
1. Close all Microsoft Outlook and Microsoft Office applica-

tions.  
2. {Ŝǘ ǳǇ ȅƻǳǊ aŜŜǘƛƴƎtƭŀŎŜ 9ȄǇǊŜǎǎ ǇǊƻŦƛƭŜΧΦ 

a. Go to https://meetingplace.xavier.edu. 
b. Login with your Xavier network credentials. 
c. Input your name and email address.   
d. Click the Update Profile button. 

To play back a recorded meeting: 

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.  
If the meeting associated with the recording was restricted to 
profile users or by a password, you will require this additional 
information to listen to the recording. 

.ŜŦƻǊŜ ȅƻǳ ōŜƎƛƴΧΦ 
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 
in the To find a previously-recorded meeting section.) 

3. Enter your username and password (if required). 

tǊƻŎŜŘǳǊŜΧΦ 
1. Log in to Cisco Unified MeetingPlace Express. 
2. Enter the meeting password if required. The Meeting  

Details page will appear. 
3. Click Play Recording. 
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-
comes available. 

To arrange to record a meeting at which 

you will not be a participant: 

You can configure Cisco Unified MeetingPlace Web Conferenc-
ƛƴƎ ǘƻ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǊŜŎƻǊŘ ȅƻǳǊ ƳŜŜǘƛƴƎǎΧΦ 
1. Cƻƭƭƻǿ ǎǘŜǇǎ м ǘƘǊƻǳƎƘ т ƛƴ ǘƘŜ ά¢ƻ ǎŎƘŜŘǳƭŜ ŀ ŦǳǘǳǊŜ ƳŜŜǘπ
ƛƴƎΥέ ǎŜŎǘƛƻƴ ƻƴ ǇŀƎŜ м ƻŦ ǘƘƛǎ ŘƻŎǳƳŜƴǘΦ 

2. From the Meeting Options page, set Record Meeting to Yes. 
This reserves disk space for the recording. 

3. CƻǊ ǘƘŜ ά!ǳǘƻƳŀǘƛŎŀƭƭȅ {ǘŀǊǘ wŜŎƻǊŘƛƴƎέ ƻǇǘƛƻƴΣ ŎƘƻƻǎŜ 
ά¸Ŝǎέ. This will initiate the recording after the second  
person enters the meeting. 

4. To return to the New Meeting page and finish scheduling 
ȅƻǳǊ ƳŜŜǘƛƴƎΣ ŎƭƛŎƪ ά{ǳōƳƛǘέΤ ǘƘŜƴΣ ŎƭƛŎƪ ά{ŎƘŜŘǳƭŜέ. 

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 to άbƻέ. 

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 associated MeetingPlace Express with a  

previously scheduled Outlook meeting 

You can associate Cisco Unified MeetingPlace Express with any 
meeting that is scheduled with Microsoft Outlook, even if you 
originally did not schedule the meeting to use Cisco Unified 
MeetingPlace Express resources. Or, if you no longer require 
Cisco Unified MeetingPlace Express resources for a meeting you 
have scheduled with Microsoft Outlook, you can disassociate 
Cisco Unified MeetingPlace Express from that meeting. The 
meeting becomes a Microsoft Outlook-only meeting. To do 
ǎƻΧΦ 
1. Find and double-click the meeting in your Outlook calendar 

that you want to associate or disassociate  
2. If you are associating or disassociating a recurring meeting, 

choose one of the following, then click OK: 
a. Open this occurrence 
b. Open the series 

3. Click the MeetingPlace tab. 
4. Do one of the following: 

a. Choose Yes, create a new meeting if you are associating  
     a meeting. 
b. Choose No if you are disassociating a meeting. 

5. Click Send to save your changes and to send updated notifi-
cations to meeting invitees. 

To find a previously-recorded meeting: 

¢ƻ ƭƻŎŀǘŜ ǊŜŎƻǊŘƛƴƎǎ ŦǊƻƳ ǇǊŜǾƛƻǳǎ ƳŜŜǘƛƴƎǎΧΦ 
1. Go to the MeetingPlace Express website  

(https://meetingplace.xavier.edu). 
2. Click Log In at the top, right-hand side of the screen. 
3. Enter your user id and password & click on the Login button. 
4. Click Find on the top of the page. 
5. Choose your search criteria: 

To: Do This: 

Find meetings that you sched-
uled or were an invitee. 

Click My meetings. 

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

Click Public meetings. 

Find meetings that have  
recordings. 

Check Public recordings. 

Find meetings that have a 
particular meeting ID. 

Enter the Meeting ID. 

https://meetingplace.xavier.edu
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1. There are three user roles in a meeting: 
a. Moderator: 
    A participant who has moderator privileges can perform  
    all activities in the web meeting room. By default, all  
    participants who enter a meeting with their Cisco Unified 
   MeetingPlace Express profile (that is, who enter their  
   Cisco Unified MeetingPlace Express username and pass 
   word) have moderator privileges.  
    
b. Presenter: 
    A presenter has more privileges than a participant  
    with audience permission, but fewer privileges than a  
    moderator. In the full meeting room, presenters can  
    control shared content, post notes, control the chat  
    feature, and use all features that are available to  
    participants with audience permissions.  
 
    When meeting participants are sharing desktops,  
    windows, or applications, presenters can view shared 
    content, share their own content, and control their own  
    viewing experience. 
 
    By default, Guest users enter meetings with presenter  
    permissions.  
 
    NOTE: The presenter permission level has no practical  
    use in Cisco Unified MeetingPlace Express meetings that  
    do not include sharing functionality.  

 
    c. Audience:  
        A person who has audience privileges has limited  
        permissions during a meeting. In the full meeting room,  
        audience members can also view shared content, chat  
        messages, and notes, and send chat messages. Modera- 
        tors and presenters can restrict audience chat messages.  
        No participant has this permission level by default.  
        However, moderators can demote participants to this  
        permission level during a meeting to restrict the activity  
        of those participants.  

Setting user roles: Controlling a participantôs volume or 

muting a user 

Muting a participant during a meeting affects sounds coming 
from their phone or video endpoint. 
 
.ŜŦƻǊŜ ¸ƻǳ .ŜƎƛƴΧΦ 

You must be a moderator. 
ω You must be in the web meeting room. 

 
¢ƻ ƳǳǘŜ ŀ ǎƛƴƎƭŜ ǇŀǊǘƛŎƛǇŀƴǘΧΦ 
1. From the participant list pod, click the 

name of the participant you wish to 
mute. 

¢ƻ ƳǳǘŜ ƳǳƭǘƛǇƭŜ ǇŀǊǘƛŎƛǇŀƴǘǎΧΦ 
1a.For Windows users, press Ctrl on the  
     keyboard, then click the names of the  
     participants that you want to mute. 
1b.For Mac users, press the Command key 
      on the keyboard. 
¢ƻ ƳǳǘŜ ŀƭƭ ǇŀǊǘƛŎƛǇŀƴǘǎΧΦ 
1. Click on the Pod Options button to display the menu. 
2. Click on the Select All option. 
3. Ctrl-click or Command-click those participants you want to 

deselect, such as yourself and web-only participants. 
 
Once you have selected the desired participants you wish to 
ƳǳǘŜΧΦ 
1. Click on the         button at the bottom of the participant list 

pod. 
2. Click          on the volume slider to set the chosen partici-

pants to mute. 
3. Click elsewhere on the screen to hide the volume slider. 

The selected participants will appear as muted in the  
participant list. 

 
To unmute participants: 
1. Select the participant or participants you wish to unmute. 
2. Click on the         button at the bottom of the participant list 

pod. 
3. Click on the          button at the bottom of the volume slider 

to unmute the selected participants. 

Changing your status: 

¢ƻ ŎƘŀƴƎŜ ȅƻǳǊ ǎǘŀǘǳǎ ŘǳǊƛƴƎ ŀ ƳŜŜǘƛƴƎΧΦ 
1. Click on the arrow at the right-

hand side of the My Status bar at 
the top of the participant list. 

2. Click on your desired status from the drop-down list. 
3. An icon will appear next to your name in the participant list 

indicating your current status. 
NOTE: If you hover over a name in the participant list, a pop-up 
ǿƛƭƭ ŀǇǇŜŀǊ ǎǳƳƳŀǊƛȊƛƴƎ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ǊƻƭŜ ŀƴŘ ŎǳǊǊŜƴǘ ǎǘŀǘǳǎΦ 

 

Moderator 
Presenter Audience 


