Teleconference Calls

To schedule a conference call, go to https://vsnmpx01.ad.vsnet .

Mevting)'lace  Atlend - Windows

tar et Laplosar

o—_ PSR [T v py Y P ——
e G gen Fyoetss T 0

~ ﬂ A P
[T P O P ——— v et g o B dwaksr Foed « MaTiwdas - Tkt s U Qoo Sl i@t et G coweesin o wsnine
. 2 3 -
W e I Yeengtec - Alied X g MU £ RN B Atternoten fR - B0 - irpeme ()Tock e
-
Tofl fowe: 832333 0722
Meeting 10 @ Prattene umees shuskd rus e Sepaser Tegt i verly Uy cow parbopats » & web meeting
Active Mectings
Dated Thne = Subject Cner Orwratsne

Heeting 10

Click on the schedule button circled in red above.
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Cisco Unified MeetingPlace Express
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You will then be asked to enter your username and password. These are the same as your daily login to your
computer.


https://vsnmpx01.ad.vsnet/
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On this page:

e Inthe subject field, enter the name of your meeting.

e The meeting ID can be any 4 digit number of your choosing.

e Choose the date of your meeting

e  Enter the time of your meeting (minutes should be entered field on the right)

e  Enter the duration of your meeting

e Enter the frequency (this can be set up for a recurring meeting)

e  Enter the number of participants (this can be up to 25)
e Click on “Invitees”
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You may search the corporate directory to add invitees to the meeting. When their name shows up, click on their
name on the left hand side and click on the arrow to the right. Click on “Schedule”. The system will send them an
invitation with login information. (Please note: unless the person that you are inviting has logged into the system
before, they will not have a profile and will not show up in the directory).
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Cisco Unified MeetingPlace Express

Welcome Krigs

Artend | Schedule | Find | Adoninistraton Profile | Log Out | Relp

A\ 1reuticient web lceraes are evaioble #15-230-5371: Local
X - O e X XI71; Internal

schedule uee“ng Toll Frem: 888-335-8722 ext 3371

What would you like to do?
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If you receive this screen, click on “Schedule a voice-only meeting”, circled in red above.
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Information for logging into the teleconference call is located in the top right corner, circled in red above. You will
also receive an email containing this information that you can forward to off campus attendees. Remember, when

callers are entering the conference call, they will be asked for the Meeting ID. This is the number that you
assigned, circled in green above.
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Send to

Onedete

from Srss. ohrson@voistate. edu

To: Johnson, ¥rist; Smercon, Tim

e

Sajertc i1 Mecting miotoms Test S S canney.
Subject: Test

Date/Time: September 10, 2009, 02:02 PM (US: Central (CSTCDT))
Duration: 1hrs

Frequency: Once

Password:  Not required

Meeting type: Voice+Web

Owner: Kasti Johnson

Invitees: Kristi Johnson, Tim Smerdon

To join the meeting

Meet
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37

Dial in from your phone.
615-230-3371 Local
3371 Intemal

Toll Free 888-335-8722 ext 3371

Meeting ID: 4848

firat-toww camrs shocld run the Branmer Toss to verrfy they
can gatscoate In & web mewting.

Sertt  Thu 371002005 1200 AM

Above is an example of the email invitation that is sent to invitees. Please note the call in information.




