Cisco Unified Meeting Place

Schedule a meeting in Unified MeetingPlace

1) To gain acces to Cisco Unified MeetingPlace to schedule a meeting visit:
https://conferencing.sanantonio.gov

ed MeetingPlace - Windows Internet Explorer
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For assistance or to learn more about what Cisca

@ Video Quick Start Guides MeetingPlace can do for you. click Help.
Video training modules to learn more about key Cisco Unified MeetingPlace features.
Problems? Contact the Help Desk at 7-8888

% Login Welcome to Cisco Meetingplace. Cisco
Please login to Meetingplace to set up your preferences and schedule or attend meetings. Please use Meetingplace is an audio and video conferencing
your COSA Windows login and password to login to meetingplace. senvice that is provided to all City employees. You

can use Meetingplace to schedule audio

9 Download Outlook Plu inﬁ conferences or ideo conferences if you have a
gi . .
“ou can download and install the outlook plugin to schedule Meetingplace meetings from within G FEERATE VEL 22T 23T SRR T

audio and video conference calls. To learn more
about Cisco Meetingplace, please use the training
provided to the left with the Video quick start

4 Speed Test guides.
Click to run a speed test.

Outlook.

4 Run Browser Test
First time users run the Browser Test to verify they can participate in a web conference. Note: If you
are running Windows 7, you will receive an error indicating "Your operating system is not
supported (detected: Windows NT)". Please ignore this error; Windows 7 is fully compatible
with MeetingPlace.
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https://conferencing.sanantonio.gov/

2) To set-up a meeting, click on “Schedule Meeting”.

Sign In | Help »

Welcome to Cisco Unified MeetingPlace

Attend Schedule Find Immediate . . .
Meeting Meeting Meeting Meeting Cisco Unified MeetingPlace

For assistance or to learn more about what Cisco

& Video Quick Start Guides MeetingPlace can do for you, click Help.
Video training modules to learn more about key Cisco Unified MeetingPlace features.
Problems? Contact the Help Desk at 7-8888

# loglh ) Welcome to Cisco Meetingplace. Cisco
Please login to Meetingplace to set up your preferences and schedule or attend meetings. Meetingplace is an audio and video conferencing
Please use your COSA Windows login and password to login to meetingplace. sevice that is provided to all City employees. You

can use Meetingplace to schedule audio
conferences or video conferences if you have a
video telephone. You can also schedule mixed
audio and video conference calls. To learn more
about Cisco Meetingplace, please use the training
provided to the left with the Video quick start
# Speed Test guides.

Click to run a speed test.

# Download Outlook Pluginfd
You can download and install the outlook plugin to schedule Meetingplace meetings from within
Outlook.

4 Run Browser Test
First time users run the Browser Test to verify they can participate in a web conference. Note: If
you are running Windows 7, you will receive an error indicating "Your operating system
is not supported (detected: Windows NT)". Please ignore this error; Windows 7 is fully
compatible with MeetingPlace.
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3) Atthe sign in screen, enter your COSA login and password.

E

SA N Welcome to Cisco Unified MeetingPlace

ANTONIU Home > Sign In

Schedule Meeting

Please Sign In.
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4) Enter information for meeting: “Subject, Date, Time, Duration”. Then click “More Options”.

Admin | Sign Qut| Account| Help
Search Documentation on Cisco.com

S A N Welcome, Jane Doe
ANTONIO

Home > New Meeting

Meeting Information Options
I Subject I Test Meeting | =1
Meeting ID | (optional)
B | Jul V|‘|2014 V|| Recurrence |
2PM V‘; |Americaa’Chicago V|
30 (minutes)
On behalf of user
Password
Billing code
Meeting category Standard v
O Invite video terminals
Invitees
Add Invitee] | [ Add |
# Name Email
1 |Jane Doe Jane Doe@sanantonio.goy
| Schedule | | Cancel ‘

5) In More Options, for Meeting description, Enter meeting details and/or meeting agenda.

Admin | Sign Out| Account| Help
Search D on Cisco.com

S A N Welcome, Jane Doe

Home > New Meeting > More Options

ANTONIO

More Options

Meeting description

Who can attend |Anyone V‘
List meeting publicly [l
Audio and video conferencing options

Entry announcement Beep+MName ¥

Exit announcement Beep+hlame v

End of meeting announcement Yes ¥

Meeting extension announcement No |»

Access meeting recordings Invited Profile Users hd

Notification options

Enabled for meeting Yes ¥

Send if meeting changes Yes ¥
Include Invitee List When Scheduled From Web | Yes +

6) Meeting Invitees can be added individually in the “Add Invitee” field, then click “Add”.
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Admin | Sign Out | Account| Help
Search D on Cisco.com

Mew Meeting

Meeting Information Options

Subject Test Meeting | More Options =
Meeting ID ‘ (optional)

Date” B~ ,|ZU14 V‘ | Recurrence ‘

Time* 2PM v ; |America}Chicagn V|

Duration* 30 (minutes)

On behalf of user

Password
Billing code

Meeting category Standard v

[ Invite video terminals

Invitees
# | Name Email
1 |Jane Doe Jane Doe@sanantonio.gor

| Schedule |[ cCancel |
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7) Once meeting invitees have been added, click “Schedule”.

Meeting Information Options

Subject Test Meating | More Options =
Meeting 1D | (optional)

Date* E=1N V‘ 28 v ,|2014 V| | Recurrence |

Time* 2PM |45 || America/Chicago |

Duration* 30 (minutes)

On behalf of user

Password
Billing code

Meeting category Standard ¥

[ Invite video terminals

Invitees

Add In\ﬂtee| ‘ | Add |

1 |Jane Doe Jane.Doe@sanantonio.goy

2 ||Jack Daniels
Johnny Walker

J

Schedule

# | Name Email Delete

6 ||Jose Cuerno ose cueno@sanantonio.

=R === ==Y

T ||Remy Martin

Cancel

8) Meeting is now scheduled

Admin | Sign Out| Account| Help
Search Documentation on Cisco.com

Welcome, Jane Doe

Home = Scheduled Meeting

Scheduled Meeting

The meeting with the 1D 2425 has been scheduled.

Meeting Details | | Home
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9) All invitees should receive an email meeting invite from Meeting Place

Updated: Test Meeting #3 - Meeting

I Flle Edt Wiew Insett Formak  Tools  Ackions  Help

i mgcept | 2 Tentative | ¢ Decline | % Propose Mew Time | @Cal_endar... | Q | x | & - & +| ﬂ% | @ !
—

Fram: Meeting Place [meetingplace@sanantonio, gov] Sent:  Mon 07/25{2014 3:27 PM
Required: Jane Doe  (ITSD)
Cptional:

Subject:  Updated: Test Meeting #3

Location:  MeetingPlace: 210-207-8000 ID; 2425
When: Monday, July 28, 2014 4:00 PM-4:30 PM.

This is a meeting scheduled from the Cisco Unified MeetingPlace Web interface.
Please make any updates/cancellations to the meeting from the interface directly.

Join meeting:  https//conferencing sanantonio gow/abiSbecle290be 7efdfeb 507 187960 1af
Meeting Mot required
password:

Dial in from your phone or video endpoint:

Meeting ID: 2435
Local Access 210-207-8000
Toll-Free 355-850-2672
Invitees:
Jane Doe , Remy Martin, Jose Cuerve, Sam Adams, Jehnny Wallker, Jim Beam, lack
Daniels
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