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Introduction

When your organization has Cisco TMSXE installed, you can book telepresence meetings the same way you would book
any other meeting using Outlook. If your organization has a WebEXx site set up to work with telepresence, you can also
add WebEXx to your telepresence meetings from Outlook.

This short guide explains how to make use of these features.

How Booking Works

When you book from Outlook, the telepresence management backend (Cisco TMS) will automatically add default set-
tings, reserve the necessary infrastructure resources, and route your telepresence meeting. If you are booking WebEXx,
the WebEx backend will set this up for you according to the default settings.
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How Booking Works

If you want to modify any of these settings, or allow additional participants to dial into your meeting, you need access to
one of the following:

The Cisco TelePresence form—a custom Outlook form that shows up in your meeting invitations as a separate
Cisco TelePresence tab.

See Using the Cisco TelePresence Form, page 6.

Note that the form does not include WebEx settings.

WebEx Productivity Tools with TelePresence—an Outlook plug-in that adds a special panel to your meeting
invitations.

See Booking Using WebEx Productivity Tools with TelePresence, page 7.

The WebEx Scheduling Mailbox

If configured by your administrator, you can also add WebEx to your meeting invitation directly from Outlook by including
a special invitee; the WebEx Scheduling Mailbox.

The mailbox may be called simply "webex" or something different-request this information from your administrator if it
has not been made available to you.

Best Practices for Booking

Note that you cannot move a meeting from the past to the future. This includes changing the start time of a meeting thatis
already ongoing.

We also recommend the following practices to keep calendars consistent and ensure a reliable booking experience:

Send any updates immediately if updating an occurrence of a meeting series, rather than accumulating updates on
different occurrences before sending.

If prompted, always make sure to send updates to all participants to ensure that calendars stay in sync.

Use the Resources field or the Add Telepresence Rooms button on the Productivity Tools panel to modify the
participant list.

Adding and removing participants by using the checkboxes in the Outlook Scheduling Assistant is not reliably
detected by Cisco TMSXE.

When changing the recurrence pattern of a meeting series or creating exceptions from the series, use Outlook to
update your booking if that is where you created it.

Send any meeting invites from your own mailbox rather than booking directly from room mailboxes.

When creating a booking through an Exchange client, ensure that the Show As meeting option is set to Busy. When
scheduling a meeting with some clients, selecting the option for the meeting to be an All day event, the Show As
option may get automatically switched to Free. When you are making the booking, you have to manually reset the
Show As option to Busy before saving the meeting. Meetings that have a Show As set to Free for room mailboxes
will not be considered by Cisco TMSXE.

For WebEx users only:

Do not edit ongoing meetings that include WebEx.

To schedule WebEx-only meetings, use the Productivity Tool or another WebEx booking tool.

Using the WebEx Scheduling Mailbox to book meetings with no telepresence participants will take up telepresence
resources and is not recommended.
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Booking with Outlook

] When you want telepresence and/or WebEXx for a single occurrence of a meeting series, cancel the occurrence in
question and replace it with a new single meeting that includes the required resources.

] If you use Cisco TMSXE to book rooms with delegate approval, you cannot use WebEx Productivity Tools with
TelePresence for Outlook.

Booking with Outlook

To book a meeting without access to advanced settings:

1. Open a meeting invitation and fill in the meeting subject, start and end time as you would for any Outlook meeting
invitation.

2. To make your meeting include telepresence, the invitation mustinclude:

- Two or more rooms that you know to be telepresence rooms/video enabled, or a combination of rooms and
call-in/call-out participants.

If the invitation only includes one room, the room will be reserved, but no telepresence resources will be
booked.

- IfUsing the Cisco TelePresence Form, page 6, make sure you book at least one room in addition to any call-
in participants.

If the booking contains only call-in participants, no telepresence resources will be booked.

3. Ifyou want your meeting to include WebEXx, add the WebEx Scheduling Mailbox as an invitee.

Send the meeting invitation.

If your booking includes more than one telepresence room, you will receive confirmation from Cisco TMS that the
meeting has been set up, and information on how participants will connect.

5. Forward this information to the invitees, or paste it into the original meeting invitation and send an update to
distribute the information.

Note that if you book a meeting with a length of three minutes or less, it will not be processed by Cisco TMSXE.

Using Cisco TMS to Update Bookings Created in Outlook

If you or your administrator modifies a booking created from Outlook using Cisco TMS, Cisco TMSXE will keep the
resource reservations up to date.

Note however that because of security restrictions in Exchange, Cisco TMSXE will not be able to update the original
booking in your own calendar according to the changes made in Cisco TMS.

We also recommend against using Cisco TMS to change the recurrence pattern of or creating an exception from a series
originally booked in Outlook.

When There is a Problem with a Booking

If all of the requested resources are not available for a meeting, you may get a response from Cisco TMS saying thatan
action is required on your part, usually:

n Rescheduling at a different time or, if there is a room availability issue, with different rooms.

[ ] Contacting your administrator for assistance if rescheduling does not resolve the issue.

Until any such issues reported to you have been resolved, the telepresence meeting will not be able to start, and it will
not be sent to telepresence endpoint calendars. The meeting will be stored in Cisco TMS as Defective.
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Using the Cisco TelePresence Form

Using the Cisco TelePresence Form

If the administrator has made the Cisco TelePresence custom form available to users, it will show up as a button/tab in all
your meeting requests.

@ = |= Untitled - Meeting o B =
F Meeting Insert Format Text Rewiews Developer & e
= x.
x _Z[alemdar ﬁ j l:_;_L) ﬁ [ 2ddress Book E Show st | [ Busy . A% Recurrence ED i
(g Farward = = 8, Check Mames @ Time Zores 7
Delete Appointment Cisco Scheduling Cancel & Reminder 15 minutes - Categorize
[Nlonenote TelePresence| Assistant | Invitstion & Response Options ~ ] - 3
Actions Show Attendees Cptions . Tags Zoom
W.14
Call-in and call out connections:
Reservation Type |Defau\t j
Meeting PIN
Billing Code

Add »=

As a meeting organizer you can use this form to specify additional settings for the conference, override the conference
defaults, and add external video or audio participants.

To use the form for a new or existing meeting:

1. Selectthe Cisco TelePresence tab for the calendar entry and make changes as desired.

Any values left as Default will use the default setting as defined in Cisco TMS by the administrator.

2. When you are done changing the settings, use the Send Update button if submitting changes to an existing
meeting.

Do notclick Save and Close as this will only modify your own calendar.

Limitation When Receiving Meeting Invites

Outlook security does not allow previewing a meeting invite if the meeting was created using the Cisco form.

When using the Reading Pane in Outlook, you must open the invite to view the meeting details.
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Booking Using WebEx Productivity Tools with TelePresence

Cisco TelePresence Form Settings

Settings Description
and Buttons

Reservation | Options:

Type
m  Automatic Call Launch: the meeting is routed and launched automatically.
[ ] One Button to Push: an on-screen button becomes available on supported endpoints when the
meeting starts.
(] Manual Connect routing is set up, and the videoconference master must launch the meeting.
] No Connect routing is set up, and all participants must call in to the meeting.
m  Reservation Only: only the rooms are reserved. No routing is attempted.
The default reservation type will usually include conference routing. If routing resources are unavail-
able, Cisco TMSXE will attempt to book the meeting as Reservation Only instead.
Meeting Specifying a numeric password here will require dial-in conference participants to enter this password
PIN to join the conference, provided itis supported by the Multipoint Control Unit (MCU) being used. Ifin

doubt, confer with your administrator.

Billing Code | You can supply a billing code for the conference that will be saved with the meeting in Cisco TMS (this
may be optional or required depending on Cisco TMS settings defined by your administrator).

Add >> Use this button to add video or audio participants not listed in Exchange to the meeting. See Adding
Call-in and Call-out Participants, page 7.

Adding Call-in and Call-out Participants

Using the Cisco TelePresence form you can add video or audio participants that are not bookable as resources in
Exchange and Cisco TMS to your meeting.

] Call-out participants: enter their contact information to have Cisco TMS automatically connect them to the
conference at the scheduled time.

[ ] Call-in participants: Cisco TMS will reserve the resources needed to host the participants in the conference and
provide you with precise dial-in information to forward to the participants.

To add call-in or call-out participants to your conference:

1. Open the Cisco TelePresence tab.

2. Click Add >> to display a panel where you can define the values for each participant.
3. Click either the Call-in or Call-out tab.
4

Enter the values appropriate for the type of participant you are adding and click Add. The participant will appear in
the External Participants list.

5. Repeatfor each participant you wish to add to the meeting.

To delete participants, select them from the list and click Delete Selection.

Booking Using WebEx Productivity Tools with TelePresence

WebEx Productivity Tools with TelePresence integrates with Microsoft Outlook by adding a special panel to meeting invit-
ations.
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Booking Using WebEx Productivity Tools with TelePresence

Using this panel and the advanced settings, you can book meetings that include telepresence and WebEXx, telepresence

only, and WebEXx only. Note that WebEx Productivity Tools with TelePresence require Outlook to be in online mode in
order to book telepresence resources.

If Productivity Tools are already installed, a special button will appear on your Outlook toolbar. If not, you may need to
perform the installation yourself. Request this information from your administrator.

Caution: Do not use WebEx Productivity Tools with TelePresence if you are using Cisco TMSXE to book rooms that
must be approved by a delegate.

Using Basic Settings

From the Productivity Tools panel, you can access the following tele-

presence options:

m  Add telepresence rooms that will be scheduled for your
meeting.

[ ] Set a number of call-in participants. Resources will be
reserved for this number of people or meeting rooms to call
into the meeting in addition to any scheduled rooms.

m  Go to advanced settings.

The following WebEx options are available:

m  Add a WebEx conference to your meeting.

m  Add a WebEx meeting password (not your WebEx password)
and select whether the password should be included in email
invitations.

m  Setan alternate WebEx host for your meeting.

m  Go to advanced settings.

Using Advanced Settings

In the advanced telepresence settings, you can specify a meeting
PIN, add call-out participants, or a billing code for your conference.
For detail on each field in the advanced settings, see WebEx Pro-
ductivity Tools with TelePresence help.

To access the help, click on the Schedule Meeting drop-down button:

v @) WebEx V.

v [2] TelePresence @

Meeting Options v

R
CISCO

v Allow people to join using WebEx

@ Meeting Password

lbskass

v Exclude password from email
invitation

B Select Alternate Host @

Advanced WebFx Settings

Add TelePresence Rooms

Add call-in participants IT@@

Advanced TelePresence Settings
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Skype Meetings

Schedule . ' Delete
Meeting = %-"—'”k N
Start a Scheduled Meeting...
Join a Meeting...

My WebEx

Account Settings...
Meeting Templates...

5et Scheduling Permission...

Help

Skype Meetings

Prerequisite

You have to install Skype for Business Basic 2016 before you schedule a Skpye meeting and after installation, the fol-
lowing screen is displayed..
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Skype Meetings

Skype for Business

Skype for Business

Sign in -

Sign-in address:

Use the sign-in address for your organization - not a Skype Name
or Microsoft account

Learn Maore

Sign in as:

E Available =

Sign In

© Microsoft Corporation, All rights reserved.

Enter Username and Password and click Sign In.

10
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Skype Meetings

Skype for Business

Skype for Business

Sign in -

Sign-in address:
Change

Use the sign-in address for your organization - not a Skype Name
or Microsoft account

Learn More

User name:

Examples:
Skype for Business Online users: username@domain.com
All other users: domainhusernarmne

Password:

Save my password

sign in as:

E Available =

Sign In

@ Microsoft Corporation, All rights reserved.

11
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Skype Meetings

ESJ Skype for Business

What's happening today?
ex13org

Available =
Set Your Location ™

DO o-

TODAY

You don't have anything scheduled. Enjoy :)

ﬂv (-}v CALL FORWARDING OFF -&'

User
As a user, you can schedule a Skype meeting in the following ways:

m My Dedicated Meeting Space: The conference id will be same for all the new Skype meetings. By default, the
Skype meeting is a dedicated meeting.

m  Anew meeting space: The conference id is different for each Skype meeting.

12
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Skype Meetings

Create a dedicated Skype Meeting

1. Open Microsoft Outlook 2013.
2. Click the Skype Meeting button.

Appointment Scheduling Skype
Assistant Meeting
Show Skype Meeting

The Skype details are displayed in the email body, which consists of the Phone nhumber and Conference id of the
Skype meeting.

C @ portalazure.com/#home % 0

Imported Wipro Cisco Personal Learning QuickRefs BB Pages - Foundation... Imported From IE

Microsoft Azure 54 { 2 ? officeadmin@tmsxe0... (i

asco @
e Services All 25 results Marketplace
ure
Create a resource = st
B ranvatans No results were found.
fr H N = All 1000 resuits
ome B 2 App services Documentation Altooos resuts | <)
Dashboard virti &=/ App Service Certificates nction App
. mach
All services B 4pp Service Domains
FAVORITES =] App Service Environments
ient
- Senie Application roles
I All resources @ P sop senvice plans App | L.
-> .
&% AppDynamics nd for
O Tp— PPOY! Resource Groups
# App Configuration (preview) No results were found.
& App Services
Function App
= sat databases 4
Application Gateways
. Recent <« Apel ®
& Azure Cosmos DB
Resources ientation &5

B virtual machines = |
No results were found. z

4 Load balancers

e
N Hesource grou 5 mo ago
B storage accounts &) group o

) - - al =
e () Default-storage-Centralus Resource group 3 mo ago

& Azure Active Directory Asiite Fiobileapp
@ Monitor 2 Downiood onthe
- @& App Store

b Advisor
|

Google Play

@ Ssecurity Center

) Cost Management + Billing

2 Help + support

Add participants to the Skype meeting

1. Click Scheduling Assistant and click Add Attendees or Add Rooms and select the required resources.

13
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Skype Meetings

L
P< [ Calendar 0 @ ﬁ 28} Bshowns Moy -] AV ] o8 I Private
o = : P — 2 e ! High Importance
Delete © Fopyarg - Appointment Scheduling Join Skype Meeting  Meeting Cancel Address Check Response & Reminder [13 minutes _ +|Recurtence Time |Room ~ Categorize Zoam
g Assistant  Meeting Options Notes. Invitation Book Names Options = - — Zones | Finder - Low Importance
Actions Show Skype Meeting  Meeting Notes Attendees Options I} Tags Zoom

Heots@E®@E -

| ‘Elsend | Tuesday, May 31, 2016 ‘Wednesday, June 1, 2016
00 3:00 400 % o 10:00 11 124
M Select Attendees and Resources: Global Address List

(-1
Cli

Search: (® Name only () More columns  Address Book

[ | Go [Global Address List - ex v|  Advanced Fing

Title Business Phone Location

33870
& Administrator
& alex
alien
conf_1
conf_2
& exi3org
& Exchange Online-ApplicationAc..
& Guest
& krbtgt
& parle
tmsxe-cluster
< >

| Rrequirea >

|
| optional > | | |
] [

| Resources >

ok

|Add Attendees... HOptiuns -

Start time  [Tue 5/31/2016 ) [:00pm -]
| Add Room: ‘ Endtime | Tue5/31/2016 ) [130em -]
|MBusy & Tentative W Out of Office 5 Working Elsewhere S No I Qutsige of working Fours

2. Click OK. The selected resources are added in the Skype meeting.

FILE MEETING INSERT FORMAT TEXT REVIEW DEVELOPER OutlookSpy

N
x [, Calendar <) o ﬁ R showss: M Busy - O @ 2 i :“':tli"
Delete 3 porwarg - | ABPOintment Scheduling | Join Skype Meeting ~ Meeting | Cancel Address Check Response | & peminder |15 minutes < |Recurience Time [Room| | Categorize =
2 Assistant ~ Meeting Options Notes Invitation Book Names Options - [l Zones  Finder - ¥ LowImp)
Actions Show Skype Meeting  Meeting Notes Attendees Options 5 Tags

Hoeeer EBSESE -

) vou haven't sent this meeting invitation yet.

| 1o “33870 33830

Subject |Test5m Meeting

Location |5kyp= Meeting

Start time | Tue 5/31/2016 ‘ 2:00 PM ~| [] All day event

Endtime  [Tue 5/31/2016

| |z:3o M =

- Join Skype Meeting

This is an online meeting for Skype for Business, the professional
meetings and communications app formerly known as Lync

Join by phone
814733650 (India) English {United Kingdom)
Find a local number

Conference ID: 23561
Forgot your diak-in PIN? | Help

o See more about exi3org.

14
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Skype Meetings

3. Click Send. A confirmation mail will be received .

ex13orgkn ex13orgln invites you to this meeting.

Test Skyp Meeting
Tuesday, May 31, 2016, 2:00 PM | 30 min
(UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi

An agenda has not been added for this meeting
Join Using Telepresence
Video address: 23561 @acano. xpress.com

Locations:
Lotus-VCS-EXEB0-Bangalore
marimba.xchange_lab

Meed more details about joining the meeting using telepresence?
https:f110.77.205.137/tms/mlp . aspx?Confld=1461

Having trouble joining from a telepresence room? Get help.

15
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Skype Meetings

4. Click on the Video address to join the Skype meeting.

ex13orgFn ex13orgln invites you to this meeting.

Test Skyp Meeting
Tuesday, May 31, 2016, 2:00 PM | 30 min
(UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi

An agenda has not been added for this meeting
Join Using Telepresence
Video address: 23561@acano. xpress.com

Locations:
Lotus-VC 5-EXB0-Bangalore
marimba.xchange.lab

Meed more details about joining the meeting using telepresence?
https://10.77 205.137/tms/mlp aspx?Confld="1461

Having trouble joining from a telepresence room? Get help.

16



Cisco TMSXE User Guide

Skype Meetings

@) Skype for Business

23561 @acano.xpress.com What's happening today?

© 23561@acano.xpress.com @ ex13org

Available *

Updating... Set Your Location ™

e 2 Participants
o
=

Find someone or dial a number

GROUPS STATUS RELATIONSHIPS
4 FAVORITES
4 OTHER CONTACTS (0)

To add contacts, drag from another group or add from search.

& Sl

® Q00 O

A - c—) = CALL FORWARDING OFF

You are now a participantin the Skype meeting.

17
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Skype Meetings

-]
PARTICIPANTS x e
2 Participants
Presenters (2) e
® charlie (-] 2]
charlierooml@ve.skar.. & - |-

Ineite More People | Participant Actions

CONVERSATION X
charlie
¢ 1 2@ »

18



Cisco TMSXE User Guide

Skype Meetings

Schedule a new meeting space for Skype meeting

1. Referto Steps 1- 4 as given above.
2. Click Meeting options.

&
-

Join Skype Meeting
Meeting Options

Skype Meeting

A pop-up window is displayed where you can select the option A new meeting space (I control permissions).

FILE MEETING INSERT FORMAT TEXT REVIEW DEVELOPER OutlookSpy

x 7 Calendar E EI} CS;L D @3 5‘-‘ Eﬂ é&@ a 22 Show As: ..Bu;y -: O @ [ [l

==
Delete £ Forward - Appointment S:he.duhng Jain Slfype Meeting Meeting C.anc.e\ Address Check ResFonsa Reminder: |15 minutes - |Recurrence Time R.oom Categoriz]
Assistant Meeting Options Motes Invitation Book MNames Options~ : Zones Finder b
Actions Show Skype Meeting Meeting Notes Attendees Options [P}
d Be @ -
OVDU haven't sent this meeting invitation yet. | Skype Meeting Options
To.. -
’—.E| ' 2 ST ‘Where do you want to meet online?
Subject Phene 2
Send About (®) A new meeting space (I control permissions)

Location Skype Meeting Each meeting I create is held in a new space with unique entry info. T choose who
getsin and what they can do in the meeting.

Starttime | Tue 5/31/2016 FE| [noop B
= () My dedicated meeting space (less secure)
End time Tue 5/31/2016 E T:30F All meetings I create are held in the same space with the same entry info. People from
g my company can get into the meeting at any time as presenters.
These people don't have to wait in the lobby: Why do [ use this?
A 5 Anyone {no restrictions) ()
= Join Skype Meeting
| Callers get in directly
This is an online meeting for Skype for Business, the profession
meetings and communications app formerly known as Lync [l Announce when people enter or leave

Who's a presenter?
Join by phon.e . ) Anyane from my organization || Choose presenters
814733650 (India) English (United Kingdom)

Find a local number Presenters can share content and let people into the meeting.
Do you want to limit participation?

[ pisable 1

[(IMute all attendees

[ Block attendees' video
Presenters can share audio and video.

Conference ID: 23561
Forgot your dial-in PIN? | Help

Remember Settings Cancel

3. Click OK. The dedicated Conference id will changed and you will be assigned a new conference id.
4. Click Send. You will receive a confirmation mail with a new video address.

Create Recurrent Skype meeting

1. Click Recurrence.

Show As: Il Busy

Q

Reminder: |15 minutes - |Fecurrence Time
Zones

Options ]

19
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Skype Meetings

2. Selectthe required recurrence pattern like Daily, Weekly and Monthly.

Appointment Recurrence

Appointment time

Start: 8:30 PM E
End: 9:00 PM E
Dwration: | 30 minutes |E|

Recurrence pattern

@ Daily @ Every |1 day(s)
(71 Weekly (7 Every weekday

() Monthly

(71 Yearly

Range of recurrence

start: | Thu 7/28/2016 || @ Noend date
") End after: 10 OCCUTTENCes
) End by: sat 8/6/2016 E
OK ] | Cancel Remowve Recurrence

3. Referto Steps 1-7 as given above.
Edit Skype Meeting
You can edit a Skype meeting in the following scenarios:

Scenario 1

When you edit a single Skype meeting, you can update the meeting details such as title, time and participants (add or
delete participants). .

20
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Skype Meetings

1. Click on the Skype meeting that has to be modified.

= Test Single Skype Meeting, - Meeting T @E - x
MEETING  INSERT ~ FORMATTEXT ~ REVIEW  DEVELOPER  OutlookSpy
=D z O ) 3 [EE: Address Book % = [
x R Calendar D == S(_ D ﬁ - B show As: | Ml Busy - O © s m | .’
Cancel () Fonvard -~ APPointment Scheduling Tracking Join Skype Meeting  Meeting Contact ¢ Reminder: [15minutes - |Recurrence Time [Room ' Categorize | Zoom  Appsfor
Meeting Assistant  ~ Mesting Options  Motes  Attendees - &) Response Options - Zones Finder E Office
Actions Show Skype Meeting  Meeting Notes Attendees Options 5 Tags Zoom | Add-ins S
=] r v EER -

@ Attendee responses: 2 accepted, 0 tentatively accepted, 0 declined. Room Finder <~ X%
To.. 33830; | 33870

=7 4 July 2016 >
For Subject [rest Single Skype Meeting. Su Mo Tu We Th Fr Sa
12
Vedate: | isaticn  [Sigpemccting kS RoogE.s 2l ) il ] g 16 S
g 10 11 12 13 4 15 16
Starttime  |Fri 7/22/2016 3| |s00em - | [ ANl day event 17 18 18 20 [21]22 23
Endtime  |Fri7/22/2016 | [s30mm - i-: 25 26 27 28 29 30

Good Fair Poor

Chaose an available roam:

i~ Join Skype Meeting

None
This is an online meeting for Skype for Business, the professional 33830
meetings and communications app farmerly known as Lync. 33670

Join by phone
814733650 (India) English (United Kingdom)

Find a local number
Conference ID: 11127
Forgot your dial-in PIN? | Help Suggested times:

£:00 AM - 8:30 AM =

No available rooms

8:30 AM - 9:00 AM
2 available rooms

9:00 AM - 9:30 AM
2 available rooms

9:30 AM - 10:00 AM
2 available rooms

10:00 AM - 10:30 AM
2 available rooms

10:30 AM - 11:00 AM

Tavailatie 166ms

@ see more about ex13org I:I A 11:00 AM - 11:30 AM v

2. Make the required modifications.

3. Click Send. A confirmation mail is send with updated details to the organizer.

Scenario 2

When you change the meeting from Dedicated to New space meeting, then the default conference id is changed and a
new conference id is generated for the meeting.

1. Click on the Skype Meeting that has to be modified.

2. Make the required modifications. For example: date, time, title and participants.

3. Click Meeting options.

& [
loin Skype Meeting

Meeting Options
Skype Meeting

A pop-up window is displayed where you can select the option A new meeting space (I control permissions).

21
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Skype Meetings

iziz)
E MEETING INSERT FORMAT TEXT REVIEW DEVELOPER OutlookSpy

) [8Y (:\ W L EE Address Book
> T Colendor D ix S D N7 € Zshowhas: MBusy =

2%, Check Names

Cancel Appointment Scheduling Tracking  Join Skype Mesting ~ Meeting Contact

Reminder: |15 minutes

my company can get into the meeting at any tme as presenters.

These people don't have to wait in the lobby: Why do I use this?

> loin Skype Meetin Anyane (no restrictions) v

| Callers get in directly
This is an online meeting for Skype for Business, the pr 5

[] Anmounce when people enter or leave
meetings and communications app formerly known as |

Who's a presenter?
Join by phone

814733650 {India) English (United Kingdor
Eind a local number

Anyane from my organization || Choose presenters
Presenters can share content and let people into the meeting.

Do you want to limit participation?

Conference ID: 11127

Forgot your dial-in PIN? | Help

[]pisable 1M
[IMute all attendees

[]Block attendees’ video
Presenters can share audio and video.

Remember Settings oK

O (

.
o

. |Recurrence Time  Room

el £ Forward ~ i EY Response 0 .
Meeting Assistant Meeting Options Motes Attendees - & Response Options Zones Finder
Adtions Show Skype Meeting  Meeting Notes Attendees Options 3
(=] r v EER -
) Mo responses have been received for this meeting. Skype Meeting Options
To.. 33830; | 338
< e P
El 1 SIRESIR Where do you want to meet online? Help me decide
Subject Test with DOC Phane B
USe;vctl 1 | About (®) A new meeting space (I control permissions)
PAate | location  [Skype Meeting Each meeting I create is held in a new space with unique entry info. T choose who -
| gets in and what they can do in the meeting. [
Start time | Fri 7/29/2016 | N
I () My dedicated meeting space (less secure)
End time Fri 7/29/2016 | All meetings I create are held in the same space with the same entry info. Peaple from

Cancel

1

Categorize

Tags

Rooms...

1. Click OK. The dedicated Conference id will be changed and you will be assigned a new conference id.

2. Click Send. You will receive a confirmation mail with the updated details.

Delete Skype Meeting

You can delete a Skype meeting in the following ways:

Delete a single Skype meeting
You can delete a Skype meeting in the following ways:

1. Click on the meeting that has to be deleted. The meeting is displayed.
2. Click Delete. The meeting is removed from Outlook and Cisco TMS.

Or
Select the meeting, right click on it and select Delete.

Or
Select the meeting and click Delete option available in the menu bar.

Delete arecurrent Skype meeting

You can delete a Skype meeting in the following ways

1. Click on the Skype meeting series that has to be deleted. There are two options that are available:

a. Just this one - This options allows you to delete the single occurrence of the Skype meeting.

When you select 'Just this one' option,
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Or

Or

The meeting is opened. click Cancel Meeting. A confirmation message whether to delete all occurrences of the
meeting or only the selected occurrence is displayed.
Click Delete this occurrence and click OK. The selected occurrence is deleted from Outlook and Cisco TMS.

The entire series - This option allows you to delete the series of the Skype meeting.
When you select The entire series option, Click Delete the series and click OK. The selected series is deleted
from Outlook and Cisco TMS.

Select the meeting, right click on it and select Cancel. There are two options available

Cancel Occurrence: Click on this option, the cancellation mail is displayed, click ' Send Cancellation'. The
selected occurrence is deleted from Outlook and Cisco TMS.

Cancel Series: Click on this option, the cancellation mail is displayed, click Send Cancellation. The selected
series is deleted from Outlook and Cisco TMS.

Select the meeting and click Cancel option available in the menu bar.

There are two options available

Cancel Occurrence: Click on this option, the cancellation mail is displayed, click Send Cancellation. The selected
occurrence is deleted from Outlook and Cisco TMS.

Cancel Series: Click on this option, the cancellation mail is displayed, click Send Cancellation. The selected
series is deleted from Outlook and Cisco TMS.
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Cisco Legal Information

THE SPECIFICATIONS AND INFORMATION REGARDING THE PRODUCTS IN THIS MANUAL ARE SUBJECT TO
CHANGE WITHOUT NOTICE. ALL STATEMENTS, INFORMATION, AND RECOMMENDATIONS IN THIS MANUAL ARE
BELIEVED TO BE ACCURATE BUT ARE PRESENTED WITHOUT WARRANTY OF ANY KIND, EXPRESS OR IMPLIED.
USERS MUST TAKE FULL RESPONSIBILITY FOR THEIR APPLICATION OF ANY PRODUCTS.

THE SOFTWARE LICENSE AND LIMITED WARRANTY FOR THE ACCOMPANYING PRODUCT ARE SET FORTH IN
THE INFORMATION PACKET THAT SHIPPED WITH THE PRODUCT AND ARE INCORPORATED HEREIN BY THIS
REFERENCE. IF YOU ARE UNABLE TO LOCATE THE SOFTWARE LICENSE OR LIMITED WARRANTY, CONTACT
YOUR CISCO REPRESENTATIVE FOR A COPY.

The Cisco implementation of TCP header compression is an adaptation of a program developed by the University of Cali-
fornia, Berkeley (UCB) as part of UCB’s public domain version of the UNIX operating system. All rights reserved. Copy-
right © 1981, Regents of the University of California.

NOTWITHSTANDING ANY OTHER WARRANTY HEREIN, ALL DOCUMENT FILES AND SOFTWARE OF THESE
SUPPLIERS ARE PROVIDED “AS IS” WITH ALL FAULTS. CISCO AND THE ABOVE-NAMED SUPPLIERS DISCLAIM
ALL WARRANTIES, EXPRESSED OR IMPLIED, INCLUDING, WITHOUT LIMITATION, THOSE OF MERCHANTABILITY,
FITNESS FOR A PARTICULAR PURPOSE AND NONINFRINGEMENT OR ARISING FROM A COURSE OF DEALING,
USAGE, OR TRADE PRACTICE.

IN NO EVENT SHALL CISCO OR ITS SUPPLIERS BE LIABLE FOR ANY INDIRECT, SPECIAL, CONSEQUENTIAL, OR
INCIDENTAL DAMAGES, INCLUDING, WITHOUT LIMITATION, LOST PROFITS OR LOSS OR DAMAGE TO DATA
ARISING OUT OF THE USE OR INABILITY TO USE THIS MANUAL, EVEN IF CISCO OR ITS SUPPLIERS HAVE BEEN
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.

Any Internet Protocol (IP) addresses and phone humbers used in this document are not intended to be actual addresses
and phone numbers. Any examples, command display output, network topology diagrams, and other figures included in
the document are shown for illustrative purposes only. Any use of actual IP addresses or phone numbers in illustrative
contentis unintentional and coincidental.

All printed copies and duplicate soft copies are considered un-Controlled copies and the original on-line version should
be referred to for latest version.

Cisco has more than 200 offices worldwide. Addresses, phone numbers, and fax numbers are listed on the Cisco web-
site at www.cisco.com/go/offices.

© 2019 Cisco Systems, Inc. All rights reserved.

Cisco Trademark

Cisco and the Cisco logo are trademarks or registered trademarks of Cisco and/or its affiliates in the U.S. and other coun-
tries. To view a list of Cisco trademarks, go to this URL: www.cisco.com/go/trademarks. Third-party trademarks men-
tioned are the property of their respective owners. The use of the word partner does notimply a partnership relationship
between Cisco and any other company. (1110R)

25


http://www.cisco.com/go/offices
http://www.cisco.com/go/trademarks

Cisco TMSXE

Cisco Trademark

26



	Introduction
	How Booking Works
	The WebEx Scheduling Mailbox
	Best Practices for Booking

	Booking with Outlook
	Using Cisco TMS to Update Bookings Created in Outlook
	When There is a Problem with a Booking

	Using the Cisco TelePresence Form
	Limitation When Receiving Meeting Invites
	Cisco TelePresence Form Settings
	Adding Call-in and Call-out Participants

	Booking Using WebEx Productivity Tools with TelePresence
	Using Basic Settings
	Using Advanced Settings

	Skype Meetings
	Prerequisite
	User
	Create a dedicated Skype Meeting


	Cisco Legal Information
	Cisco Trademark

