Cisco Unified Meeting Place

To schedule Meeting Place meetings via Outlook

1) To download plugin visit: https://conferencing.sanantonio.gov/. Close Outlook, then click on

“Download Outlook Plugin”.

(Download of the Outlook Plugin only needs to be performed once, unless new or reimaged PC)
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4 Video Quick Start Guides

Video training modules to learn more about key Cisco Unified MeetingPlace features.

4 Loglin
Please login to Meetingplace to set up your preferences and schedule or attend meetings. Please use your
COSA Windows login and password to login to meetingplace.

¥ Download Outlock Plugin%
You can download and install the outlook plugin to schedule Meetingplace meetings from within Qutlook.

4 Speed Test
Click to run a speed test.

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.

For assistance or to learn more about what Cisco
MeetingPlace can do for you, click Help.

Problems? Contact the Help Desk at 7-6886

‘Welcome to Cisco Meetingplace. Cisco
Meetingplace is an audio and video conferencing
senvice 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
guides.
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https://conferencing.sanantonio.gov/

2) Once plugin is installed, open Outlook. Click on “Schedule a MeetingPlace Meeting”.
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3) For the Appointment tab, complete the meeting fields for: To (email for meeting invitees), Subject,
Location, start and end time, and meeting description/details.
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Subject: ITest Meeting
| &

Location: lPhone Conference I lz“ [ Rooms... ] o

Start time: [ AN day event
End time:

All Meeting related information can should be entered here (ex: meeting agenda), so it is sent to all meeting invitees.

Invitations have not been sent for this meeting. | f
[ To.. ] meetinginvitee nantonio.gov |

Click on a photo to see social network updates and email messages from this person. v

2t All Attendees (1)
v Accepted (0)
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X Declined (0)

i Not responded (1)
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4) If not already added, click on the Scheduling Assistant tab to add meeting invitees.
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5) To create a new meeting, click on “Meeting Place”.
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6) If you get this login screen, use your COSA login credentials. Otherwise, you should be at step 7.
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Cisco Unified MeetingPlace
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Password I

Sign In
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7) Select “Yes, create a new meeting”. Other meeting info should be visible (ex: “meeting Subject”).
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il Cisco Unified MeetingPlace
cisco Welcome,
Make this a voice, video and web meeting
@ Yes, create 3 new meeting o E————D
T Yes, use my reservationless ID (76355)
~ No
Subject [Testleeting
Meeting ID |
Web meeting room access ' No external web participants ® allow external web participants
Meeting password |
Max number of participants 30
> More options
Version: §.5.5.2
vl l el l Iy Client version: 8.5.5.2
CISCO = 1993-2012 Cisco Systems, Inc. All Rights Reserved.
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8) Once ready to send the meeting request out, click on “Appointment” and then click on “Send”.
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Invitations have not been sent for this meeting. |

meetinginvitee @sanantonio.gov

Subject: Test meeting

Location: |Phone Conference E‘

Start time: | Fri 7/25/2014 E 4:30 PM Iz‘ |:|AII day event
End time: | Fri 7/25/2014 [] 500 Pm [~]

> il

e related information can be entered here (ex: meeting agenda), so it is sent to all meeting invitees.

9) Meeting Place meeting has been scheduled, and meeting details for accessing meeting sent out.
(ex: Number to dial in for meeting, Meeting ID, and meeting agenda)

| Mo responses have been received for this meeting. |

meetinginvitee @sanantonio.gov
Subject: Test Meeting
Location: | Phone Conference lz‘
Start time: | Fri 7/25/2014 [=] [z00 Pm [=] [ anday event
Endtime: | Fri7/25/2014 [=] [z30Pm [~]
Ll
All Meeting related information can should be entered here (ex: meeting agenda), so it is sent to all meeting invitees. | |
Join meeting: https://conferencing.sanantonio.gov/a/f10f0fd18f967179d647893064d05443
Meeting password: Mot required
Dial in from your phone or video endpoint:
Meeting ID: 9132
Local Access 210-207-8000
Toll-Free 855-850-2672
u

10) Meeting should be visible on the Outlook Calendar for invitees/attendees.
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