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Section 1: Going to the Meetingplace site.

The Cisco Call Conference system we had formaljdusas been replaced with the newer Meetingplace
Express system.

The system can be reached via either of thesessis:

http://ccc.sysadm.suny.edu/

http://mplacel.rfsuny.org

The main screen will appear:

<2 MeetingPlace - Attend - Microsoft Internet Explorer

hittp: #/mplace. hsuny. ora/public/attendi estings f3f

@ Cisco Unified MeetingPlace Express
Attend | Schadule | Find | Start Resarvationless e

Intemal Callers: 11200
External Callers: (515) 220-1200

Afttend

. | First-time users should run the Browser Test to verify they can participate in a
Meeting 10 | web meeting

Active Meetings

Date/Time Subject Duner Duration Meeting 1D ‘Status

Versiont _2.0;1..1'5

CISCO @ 1333-2007 cisco Systams, Inc. All Rights Resarvad:




In the upper right hand corner of the screen tieaglink toLog In.

Log In | Help

I ———————
Internal Callers: » 1200
External Callers: (S12) Z20-1200

Clicking on the tog In” link will bring you to the username and passwsctdeen.

3 MeetingPlace - L.og In- Microsoft Internet Explorer

ttp:#/mplacel ﬁf&un}i.@gdpubliéi’logk]ﬂogin;lsf

@ Cisco Unified MeetingPlace Express
Attend | Schedule | Find | Start Reservationless

LagIn | Help

Log In

Username I I

Password I |

[ remember me

Interal Callers: 11200
External Callers: (515) 320-1200

wersiont 2.0,1,15

CISCO 19932007 Cizco Systams, Inc All Rights Resarved,




Your username and password will be the same asnkey on the former Conference Call system. Eiemt
in the appropriate text boxes and click the “Loghuatton.

Username helpdesk

Passwaord

[Tl remermber me

After logging in you will be at the main page.

<2 MeetingPlace - Attend - Microsoft Internet Explorer

@ Cisco Unified MeetingPlace Express

Welcorme Help
‘attend | Schedule | Find | Start Reservationless

Rrafila | Log Out | Helpy

Intemal Callers: 1200
External Callers: (5157 320-1200
Attend

. | | First-time users should run the Browser Testi'to,.yarfﬁr they can partic_ip,éj:a'in a
Meeting 1D web meeting

Active Meetings

Date/Time « ‘Subject Owner Duration Meeting 1D ‘Status

Ve _r:'s_l:un"!_' _ﬁlD’ii..is

CISCO & 1323-2007 Cisco Systems, Inc All Rights Reserad:




Section la: Your first time Logging On

If this is your first time logging on to the sitey will see the screen below and will need to catgpthe
following steps:

a MeetingPlace - Attend - Microsoft Intemet Explorer {

€1 http://mplace.rfsuny org/user/attendMestings jsf oginlinkParameter=tue

@ Cisco Unified MeetingPlace Express Welcome diels
Attend | Schedule | Find | Start Reservationless Praofile | Log Out | Help:
& our Profile is missing eritical infarmation, Complete Profils Intemal Callers: 11200

External Callers: (S15) 320-1200

Attend
Higating " E::—ntljr;:hizars should run the Browser Test to varify they can participate In a
Active Meetings
Date/Time ~ ‘Subject Dwner Duration Meeting ID' ‘Status

ersiont 2,0,1,15

CISCO  ©1353-2007 Cisco Systems, Inc. All Rights Resarvad:

You will see the following warning screen across tbp of the page:

&Tnur Profile is missing critical information, Complete Profile



Click on the ‘Complete Profile’ link and you will be brought to the page below:

a MeetingPlace - Edit Profile - Miciosoft Intemet Explorer

@ Cisco Unified MeetingPlace Express Welcome diels

‘Attand | Schedule | Find | Start Reservationless Rrafila | Log Out | Helpy
&f’le_&se fill the fallowing fislds in your profile to use the system effectivaly. ) Intemal Callers: 11200
External Callers: (5157 320-1200

- Email Address
- Main Phone: # under Method of attending

Edit Profile
First narre Heip |
Last nams IDesk |
Wieh usernarms IhB|pdl9.Sk |

Phone profile number IEL‘UB |

Group names Eystem

E-mail address* I |

Msthad of attending @ lcallin © Fird me st 1, [Main phore # 5] | |
z. |AIfErn{a_|t_E' php,ﬁ&'#il [
[ H 1

Languags [Group Default (English (US) 2]

hogian o Amerea [

Timszone |US: Easterm (EST/EDT) ﬁ

#ssign delegate I | {user name of delsgate)

v Default seftings for scheduled meetings

Show rrieeting in public listing

Billing code |

Across the top of this page you will see the follagwvarnings.

&F‘Iease fill the fallawing fields in your profile to use the system effectively,

- Ernail address
- Main Phone # under Method of attending



Under the edit profile section you can see thedveas that need to be filled in: Until this is coete the
meetingplace system will not be able to notify yhuneetings you have scheduled.

E-rnail address * I

Method of attending @ Tllcallin © Find me at 1, [Main phone # =] |

>, |Alternate phone # 7] |
3 |F'ager# -l |

Fill in the boxes with the appropriate informatiofour SUNY e-mail address and your personal teleapho
extension. You may also put in an alternate pharkoa pager if you so desire. Please do not changthing
else on this page.

E-rnail address * |he|pdeak@suny.edu

Method of attending @ Tllcallin © Find me at 1, [Main phone # =] [5208]

2. |ﬂxlternate phone #j |

3,|F'ager# jl

Once you have filled in the information for phomela-mail scroll down to the bottom of the page aliak
the “Update Profile” button.

pdate Profile

The page will reload and on the top of the scremnshould see the following message

@ Profile successfully updated

Once you see this message you are fully regisiardok system and will be able to access all dieigdures.



Section 2: Attending Meetings

There are four main choices on the MeetingplactesysAttend, Schedule, Find and Start Reservatssnle

W \EEY/ Cisco Unified MeetingPlace Express Wadeome el
Attend | Scheduls | Find | Start Reservatioriless Profils | Log Out | Hels

Internal Callers: #1200
External Callers: (5181 320-1200

In this section we will go over the Attend sectidhis is also the default section that will appeace you log
in.

It should be noted that using the web interface tattend a meeting is entirely optional. The primary
method of joining a conference will continue to be&ia phone at x1200 for internal callers and 518-320
1200 for external callers.

<2 MeetingPlace - Attend - Microsoft Internet Explorer

hitp:#/mplace ifsury. org/user/meetingS cheduledSuscess.jsf

@ Cisco Unified MeetingPlace Express Welcome diels
Attand | Schedule | Find | Start Reservationless Profile | Log Gut | Help

Intemnal Callers: 11200
External Calleys: (515) 320-1200

Attend

First-time users should run the Brawser Test to verify they can participate in a
weh meeting

Mesting D |

Active Meetings

Date/Time « Subject Ouwner Duration /Meeting ID Status
07/03/2007, 4:21 FM Demonstration Help Desk 30 mins: 7532 Active
vlet] i

Wersiont 2,001,15

CISCO @ 1992-2007 Gisco Systems, Inc. Al Rights Reserved,




If you scheduled or have been invited to a mediyog must have completed the first logon profilenpdetion
steps to be invited) and the meeting is currenttiva, it will appear on the attend screen. All tiimeetings
will also appear if they are active.

You will notice a column labelebleeting ID beneath this heading are the meeting id’s whieHiaks to
information about the meeting.

Attend

B l First-time users should run the Browser Test to verify they can participate n a
Meeting 1D weh meeting )
Active Meetings
Date/Time = Subject Owner Duration Meeting 1D Status:
07/03/2007, 4:21 PM Damonstration Help Ciesk 30 mins 7532 Active

Clicking on one of these id links will bring you tlee respective meeting information where you &l
provided the ability to join the meeting.

2 MeetingPlace - Meeting Details - Microzaft Intemet Explorer

tp: #/mplace fsuny. ora/public/attendi estings f3f

@ Cisco Unified MeetingPlace Express Welcome diels
Attand | Schedule | Find | Start Reservationless Profile | Log Gut | Help

Intemnal Callers: 11200
External Calleys: (515) 320-1200

Meeting Details

X Subject: Demonstration
i ¥aice Meeting IO 7532
participants Diate/time! 07/03/2007, 4:21 PM (US: Eastern (EST/EDT))
0 Web Duration: 30 minutes
partizipants Freguency: once
‘Scheduled participants; iz
Meeting type! Waice + web participant list
Show meeting in public listing: es
Owiner: Help Desk
Language: Enaglish (US)
Invitees (0): Hane

iUlpdate meeting status]

V¥ call my phane ISQ_BE"

[T Enter web meeting roam

Firs_t—time_ usqrs-sﬁa_uld run the Browser Testto verify they
can participate in s web mesting

| (Remove all participants from the mesting)




To join the meeting, check the box labeled “Call pmpne” and place your extension in the text fitddke
sure the “Enter web meeting room” is uncheckedssi®u are part of a web meeting. We will discusb w
meetings later on. Once you have checked the apatefox, click the “Join Meeting” button.

M call my phone IEEDE

[T Enter web meeting room

Jaoin Meeting I

Your phone extension will ring and ask you to gapte in the meeting. On your phone, press litogo
press 2 to decline.



Section 3: Scheduling Meetings

There are four main choices on the MeetingplaceesysAttend, Schedule, Find and Start Reservatssnle

W \EEY/ Cisco Unified MeetingPlace Express R

attend | Schedule | Find | Start Reservationless Profile | Log Out | Heln

Internal Callers: #1200
Extemal Callers: (5181 320-1200

In this section we will go over the process of silimg meetings on the new system.

To begin, click on theSchedulé link from the header bar on any page. You willdyeught to the page below.



This is the default Schedule Meeting section. Ad fields are for the most part self explanatonyleds you
need to use a particular Meeting ID, leave thadl fidank. You should also leave the “Show meetmgublic
listing” checked. This will allow other users taesgour meetings and the number of ports you arggusi

To select the date for the meeting to occur ookan thecalendar iconnext to the date text field.



To schedule a reoccurring meeting select the apjatedield from the drop down box unddfrequency’

If you had wanted to schedule a weekly meetingwould then see the following options. To schedule-
weekly meeting you would put a 2 in the first tbrk. The options for Daily and Monthly are similar.

The number of participants would be the numberatiecs expected and again please leave show meeting
public checked.

Aside from the default choices there are also twmaadable sections, Invitees and More Options.ifivitees
section looks like the image below. Invitees w#l §ent a copy of the meeting via e-mail. Additigndlthey
have the option “call me” checked under their peofihe system will call their extension when theeting
begins.

The creator of the conference will always appedh@invitee(s) box to the right. You may add mioretees
by either typing in their e-mail address then dlicgkthe> arrow or by looking them up in the directory. It is
important to note, they will not appear in the diogy until they have completed the profile updadiscussed in
Section 1a of this document.



The other expanding section is the More optiona.doader this section you can include a passwargidar
meeting and set the entry and exit announcemermialtars. The other options, billing code, who ettend,
and language should be left at their defaults.

Once you have completed all the information requfce your conference click th&sthedulé button at the
bottom of the screen and you will be brought todbieeen below containing the information and ncdiiion of
successful scheduling.



Section 4: Finding Meetings

There are four main choices on the MeetingplactesysAttend, Schedule, Find and Start Reservatssnle

In this section we will go over the process of fimgimeetings on the meetingplace system.

If you click on the Find” link on the main header you will be brought tpage similar to the one below. By
default it will show you meetings you have scheduwe have been invited to for that day.

There are four ways to search for meetings. My mggt Public meetings, Recordings, or Meeting ID.

By selecting My meetings (default) and a date ratigen clicking on “Find”, all of the meetings ybave
scheduled or have been invited to for that datge-amll appear.



For Recordings, only ended meetings that have bEsnded for the date range will appear (Note; only
meetings with at least 1 web participant are ablest recorded.)

For Meeting ID, only meetings with the specific yDu have entered in the text field inside the daibge will
appear.

For Public, all public meetings under the date eawdl appear.

An example of a public meeting search:

Would return a result page similar to this.



By Clicking on any of the Meeting ID links you cpall up an information page about the meeting.



Section 5: Reservationless Meetings.

There are four main choices on the MeetingplactesysAttend, Schedule, Find and Start Reservatssnle

In this section we will go over the process of tatgrreservationless meetings on the meetingplgsies.

Begin a reservationless meeting by first clickimgtioe “Start Reservationless” link under the maading.
You will be brought to a page similar to the onélae You will notice the meeting ID will be the sams your
phone number. You have to options to start the imgeYou may either select the “Join Meeting” battr the
“Start Meeting Without Me” button. Be sure to unckehe “Enter web meeting room” box unless you ptan
have a web meeting. (Before doing this please tefeection 6 of this document.)



Once you have selected either of the two meetiag gptions the page will refresh to one similabébow. To
end the meeting, click the “End Meeting” box.

By default the meeting will be set to run 30 mirsut€his can be extended in meeting when time isiatoo
expire.

It is also important to note the reserved meetiage precedence over unreserved meetings. Tharsyste
end unreserved meetings to make room for resenesdings if needed.

Section 6: Web Meetings

The new meetingplace system also allows for weltimgse However we only have licenses for 6 web
connections at a time on the system. While it issggae to attend web meetings for all users, dméystystem
administrators currently have the ability to scHedwuch meetings.

If you would like to conduct a web meeting pleasetact the help desk and arrange a time to be shown
the web meetings function. Before this is donegh weeting will not be scheduled for you.






