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Introduction

This guide helps you manage the installation and configuration of your
MeetingPlace system and offers choices and recommendations to ensure you
make the right decisions for your company. For instructions on how to set up
and maintain M egtingPlace after the system has been installed, please refer to
the MeetingPlace System Manager's Guide.

Who Should Use This Guide

Thisguideis for you, the MeetingPlace system manager. Use this guide and
its included worksheets to plan installation or upgrade projects for your
MeetingPlace conference servers.

With your MeetingPlace support representative, you should fill out all or
most of the worksheets in this guide prior to installing M estingPlace.
Because MeetingPlace leverages both your voice and data networks,
successful installation usually requires assistance or information from
multiple parties in your organization. Following the steps in this guide can
dramatically streamline the installation process.

How to Use This Guide

Asyou read this guide, make a list of questions for your MeetingPlace
support representative to answer at the preinstallation meeting—or sooner, if
necessary. Once you have the answers you need, complete the planning
activities. Keep this guide handy during installation and rollout to anticipate
the next step in the process.

Visual Cues Used in This Guide

Notes, Tips, and Warnings and other icons are visual cues that are intended to
highlight important information.

Note: Notes contain “for your information” text that corresponds
to atopic.

Tip: Tips offer helpful hints and time-saving suggestions about
using MestingPlace features.
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WARNING: Warnings identify essential steps, actions, or
system messages that should not be ignored.

Identifies information specific to networked systems.

U.S./Canada: Theseicons represent the United States and
Canada and specific information for these countries only.

UK: Thisicon represents the United Kingdom and specific
information for this country.

Hong Kong: Thisicon represents Hong Kong and specific
information for this country.

Singapore: Thisicon represents Singapore and specific
information for this country.

Australia: Thisicon represents Australia and specific
information for this country.

Japan: Thisicon represents Japan and specific information for
this country.

Additional References

The following M eetingPlace documents are also available;

For System Managers

¢ MeetingPlace System Manager's Guide—Instructions on how to set up
and maintain M egtingPlace after the system has been installed.

¢ MeetingPlace Rollout Planning Guide—Tools for training others and
promoting the use of MestingPlace in your organization. Thekit includes
internal company announcements, training materials, and user tips.

o MeetingPlace E-mail Gateway System Manager’s Guide—Instructions for
installing and maintaining MeetingPlace E-mail Gateway.

o MeetingPlace Fax Gateway System Manager's Guide— nstructions for
installing and maintaining MeetingPlace Fax Gateway.
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o MeetingPlace Web System Manager’s Guide—I nstructions for installing
and maintaining M eetingPlace Web.

o MeetingPlace Data Conferencing System Manager's Guide— nstructions
for installing the MeetingPlace Data Conferencing server and using the
data conferencing applications.

e MeetingPlace for Outlook Systerm Manager 's Guide—Instructions for
installing and maintaining MeetingPlace for Outlook.

o MeetingPlace Exchange Gateway System Manager's Guide— nstructions
for installing and maintaining M egtingPlace Exchange Gateway.

o MeetingPlace for Notes Systerm Manager 's Guide—Instructions for
installing and maintaining MeetingPlace for Notes.

¢ MeetingPlace Mobile System Manager s Guide—I nstructions for
installing and maintaining MeetingPlace Mobile.

e MeetingPlace IP System Manager’s Guide—Instructions for installing and
maintaining MeetingPlace IP.

e MeetingPlace Directory Services System Manager 's Guide—I nstructions
for installing and maintaining M eetingPlace Directory Services

For MeetingPlace Users

o MeetingPlace Getting Sarted Guide—A booklet with instructions for
performing everyday tasks, such as scheduling and attending telephone
conferences using both telephone and computer interfaces.

o MeetingPlace Quick Reference Card—A “map” to all MestingPlace
functions available to users over the telephone, plus quick tips for better
conference calls.

o MeetingPlace Wallet Card—A plastic wallet-sized card showing the basic
telephone commands for scheduling and attending conference calls.

e \bice Quick Tour—An overview of the voice user interface features for
first-time users.

Online Documentation for Users
o MeetingTime Quick Tour—An overview of MeetingTime features for first-
time users.

e Online Help—Detailed instructions for using M eetingTime and
MeetingPlace Web.

Latitude Communications MeetingPlace Installation Planning Guide
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MeetingPlace irtual Help Desk—A browser-based toaol that assists help
desk staff in supporting M eetingPlace features and troubleshooting end
user problems. Thistool comes bundled with MeetingTime.

MeetingPlace InfoCenter—A self-service Web site designed to educate
end users about MestingPlace. This customizablerollout toal is
automatically installed with M estingPlace Web.

To order additional copies of documentation, contact your MeetingPlace
customer support or sales representative.

What's New in This Release

New features in MestingPlace 2001 include the following:

Automatic Multiserver Meetings—When callers dial into a meeting that
is actually being hosted on a different MeetingPlace conference server in
adifferent site, MeetingPlace will automatically create a multiserver
meeting and connect those callers to the appropriate meseting if this
featureis enabled.

Extended Help Desk Privileges for Attendants—Attendants may now
create and delete new user profiles, lock or unlock user praofiles, run
reports, monitor capacity management, view alarms, and end meetings
currently in session if a system manager has given them these privileges.

I ndependent Web Conferencing—M eetingPlace now allows participants
to schedule and attend a web conference without attending a voice
conference.

System Manager Agents—System Manager Agents provide the system
manager with increased control over recurring meetings. They allow the
system manager to configure the number of no-show meetings that are
permitted before a natification is sent out, and when to be reminded of
the end of arecurring chain with the option to extend it.

I ncreased Manageability Features—M eetingPlace offers a number of
increased manageability features including SNM P enhancements,
configurable end of meeting warnings, continuous meeting
enhancements, and the ability to track caller details on recording
playbacks.

I mport Meetings Feature—M eetingPlace now enables the system
manager to import the database from the Raw Meeting Details report on
an active system into a redundant server or network of serversfor site
disaster recovery purposes. For further information on this feature, refer
to http://support.latitude.com.

MeetingPlace Installation Planning Guide Latitude Communications
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Note: Thisrelease of MeetingPlace is not compatible with EISA-based
systems. Thisincludes any networked system that has EISA-based
conference servers in the network. For upgrade information, please contact
your MesetingPlace representative.

Getting Technical Assistance

For additional assistance, contact your MeetingPlace support
representative. Your MeetingPlace sal es representative can
provide the telephone number. Before getting technical
assistance, please check the printed or online product
documentation.

When you call, be ready to provide the following information:

e Theversion number of your Windows NT system or
Windows server and any service packs that are installed
(from the Windows Explorer Help menu, select About
Windows)

e The version number of your MeetingPlace system software
(from the Help menu in MestingTime, select About
MeetingTime)

e The version number of MeetingTime you are using (select
About MeetingTime from the Help menu)

e Theexact wording of any messages or alarm codes reported by
MestingTime

e Questions you have or a description of the problem you are
experiencing

e Configuration of your systemin terms of number of trunks, options
installed, number of profiles, and so forth

The Components

MeetingPlace can be purchased in two standard configurations:
e-Conferencing or voice-only. Both configurations include server hardware,
server software, and desktop software components with additional software
options.

MeetingPlace Server Hardware Components

Both MeetingPlace e-Conferencing and voice-only configurations include a
MeetingPlace conference server. Server hardware options include:

Latitude Communications MeetingPlace Installation Planning Guide
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Mounting Kits—M echanical components necessary to mount the
MeetingPlace system in one of the following configurations:

O 19-Inch Rack EIA-310 (U.S./Canada)
O 26.48 cm EIA rack (UK)

O Tower Stand

O Desk Mount

O DAT Backup Drive—High-speed, high-capacity digital tape drive used
for making backup copies of system database information.

O DAT Backup Cartridge—Twao-gigabyte cartridge for use with the DAT
backup drive.

MeetingPlace Access Ports—Components required to provide physical
connectivity to your telephone network. You can purchase access ports for
either analog (U.S./Canada only) or digital (T1/EL) telephone lines. Access
port hardware includes the necessary trunk interface cards and digital signal
processing resources within M eetingPlace to handle the specified number of
simultaneous callers.

Each MeetingPlace conference server comes equipped with 24 access ports.
A minimum purchase of 20 more access ports results in the acquisition of a
new network server, conference server and shadow network server.

System Database Disk—System disk drive used for MeetingPlace server
software and the system database, in one of the following capacities:

O Expanded—S3andalone Conference Server—Supports up to 120
access ports, 50,000 user profiles, and 15,000 meeting records.
Includes 60 hours of additional storage for use by MeetingNotes, as
well as voice storage for user and meeting names.

O Expanded—Network Server—Supports up to 200,000 user profiles,
and 120,000 mesting records. Includes 60 hours of additional
storage for use by MeetingNotes, as well as voice storage for user
and meeting names.

O Shadow Network Server—A backup system that can automatically
replace the network server if it is not functioning properly. This
automatic shadow switchover ensures that complete MeetingPlace
functionality can be returned quickly and easily if the network
server fails.

O Expansion Disks—Disk drives used for MegtingNotes storage of
voicefiles and attachments. For maximum capacity, you can install
up to three expansion disks in M eetingPlace. Because voicefiles
typically consume the majority of MeetingNotes storage space, al
disk drive capacities are called out in hours of recording time.

MeetingPlace Installation Planning Guide Latitude Communications
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O 110-hour Disk—Number of disks:

MeetingPlace Software

Server and desktop software options vary depending on whether you
purchased the e-Conferencing or voice-only configuration. Server software
resides internally in the MeetingPlace standalone conference server or
network server. Desktop softwareis installed on customer-provided desktop
computers. This software communicates with the M eetingPlace standal one
conference server or network server over your local or wide area network.

MeetingPlace e-Conferencing Configuration

O MeetingPlace Conference Port Licenses—Software license that enables
acaller to attend conferences over an access port. You may chooseto
purchase more access ports than conference port licenses to provide
telephony connectivity to support MeetingPlace activities outside the
conferences themselves (for example, scheduling conferences or
listening to meeting recordings).

O MeetingNotes—Software installed on the M eetingPlace system that
enabl es users to record meetings and individual voice comments and
attach documents to meetings.

O MesetingPlace Data Conferencing—Allows multiple individuals to share
and collaborate on the same document in real time using their desktop or
laptop computer. By integrating with the M eetingPlace system, users can
schedule and attend data-enabled conferences using MeetingTime or
M eetingPlace Web.

O MeetingTime—Software that enables users to access MestingPlace
functions on an interactive basis from customer-provided Windows
computers. The MeetingPlace e-Conferencing configuration includes 5
MestingTime licenses.

O MeetingPlace E-mail Gateway—Software installed on a customer-
provided Windows server that distributes meeting notifications and
meeting materials to conference call participants via e-mail.

O MeetingPlace Web—Allows users to schedule conferences, share
meeting materials, or listen to recorded meetings and voice comments
from any Web browser, such as Netscape Navigator or Microsoft Internet
Explorer. MeetingPlace Web also allows users to link to meeting list
pages for today’s meetings, past meetings, and future meetings.
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MeetingPlace Voice-Only Configuration

O

MeetingPlace Conference Port Licenses—Software license that enables
acaller to attend conferences over an access port. You may chooseto
purchase more access ports than conference port licenses to provide
telephony connectivity to support MeetingPlace activities outside the
conferences themselves (for example, scheduling conferences or
listening to meeting recordings).

MeetingTime—Software that enables users to access M eetingPlace
functions on an interactive basis from customer-provided Windows
computers. The MeetingPlace voice-only configuration includes 5
MestingTime licenses.

MeetingPlace Web—Allows users to schedul e conferences, share
meeting materials, or listen to recorded meetings and voice comments
from any Web browser, such as Netscape Navigator or Microsoft Internet
Explorer. MeetingPlace Web also allows users to link to meeting list
pages for today’s meetings, past meetings, and future meetings.

Additional Software Options

MeetingPlace provides a number of software options beyond those included
in the standard e-Conferencing and voice-only configurations.

O

MeetingPlace Flex Menu —The Flex Menu enables customers to
modify their top-level menu trees. Using MeetingTime, system managers
can create custom menus to automatically attend or access MeetingNotes
for specific meetings or meetings of a particular category.

MeetingPlace for Outlook—I ntegrates M eetingPlace with an Exchange
server, enabling users to schedule and attend M eetingPlace meetings
using their Outlook client as well asreceive e-mail notifications for
meetings they have been invited to. Users can choose to accept
notifications and have the meeting automatically appear in their Outlook
calendar or decline them if they cannot attend the meeting.

MeetingPlace for Notes—Integrates M estingPlace with a Domino
server, enabling users to schedule and attend M eetingPlace meetings
using their Notes client as well as receive e-mail notifications for
meetings they have been invited to. Users can choose to accept
notifications and have the meeting automatically appear in their Notes
calendar or decline them if they cannot attend the meeting.

M eetingPlace Exchange Gateway— ntegrates M eetingPlace with two
distinct Microsoft products: the Microsoft Exchange 2000 Server and the
Microsoft Exchange 2000 Conferencing Server. This integration enables
users to take advantage of the voice and web conferencing features of
MeetingPlace through the convenient interface of Outlook 2000 or
Outlook XP.
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O MeetingPlace Directory Services—Offers seamless integration between
an existing corporate directory server and MeetingPlace. This integration
automatically creates, updates, and deletes user profiles thereby easing
system management and enhancing M egtingPlace's security features.

O MeetingPlace Mobile—Integrates MeetingPlace with the PAlm™ V1|
handheld device, enabling users to schedule voice and web conferences
from the Palm VII handheld. Users can synchronize M eetingPlace
meetings into the Palm calendar through their Microsoft Outlook or
Lotus Notes calendar.

O MesetingPlace | P Gateway—Software installed on a customer-provided
Windows server that utilizes H.323 standard protocol to process call
activity. The MeetingPlace |P Gateway is used in conjunction with
MeetingPlace | P server hardware and software to provide users meeting
access from Cisco IP phones using Cisco CallManager 3.0 and H.323
endpoints like Microsoft NetM eeting.

O MeetingPlace Fax Gateway—Software installed on a customer-provided
Windows NT server that fulfills queued requests for notifications and
distribution of meeting materials to conference call participants via fax.
MeetingPlace Fax Gateway requires Optus FACSys for Windows NT and
associated fax hardware.

Before You Start

Because MestingPlace is a telecommunications system that also connects to
alocal area network (LAN), some knowledge of both telephony and
networking will be helpful. Your telephone service provider and your LAN
administrator are good sources of information in these particular areas.
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Introducing MeetingPlace

Welcome to MeetingPlace—the e-Conferencing system for your enterprise.
MeetingPlace allows users in different locations to collaborate in real time
through live voice communication and by sharing documents over their PCs.

Because MestingPlace integrates with common interfaces, such as groupware
clients, Web browsers, wireless handheld devices, and PSTN and |P-based
phones, users can quickly schedule and attend e-conferences from their
preferred interface from any location.

MeetingPlace can be deployed as a single conference server, or as a hetwork
of up to eight conference servers and a network server, that enables users to
set up and manage conferences. The system offers both touchtone telephone
and desktop computer interfaces.

What Does MeetingPlace Do?

MeetingPlace provides a full set of conferencing capabilities that enable
users to set up and manage conference calls quickly and easily. Anyone with
access to a touchtone telephone can participate in a MeetingPlace conference.

M eetingPlace enables your users to conduct tel ephone conferences that work
much more like a face-to-face meeting. MeetingPlace also goes beyond the
conferenceitself to help make people more productive before and after the
meeting.

What Does a MeetingPlace Networked System Do?

5l

MeetingPlace systems may be networked together to provide an easy way
to expand system capacity to meet increasing conferencing needs. The

M eetingPlace network server maintains the entire MeetingPlace system
database and facilitates communication between the conference servers and
M eetingPlace system clients, including the MeetingTime™ desktop software
and external gateways.

MeetingPlace networked systems can be deployed at asingle site or at
multiple sites located on your corporate network.
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How Do People Attend a Meeting?

“ Meet me”— MeetingPlace provides many ways for people to attend
meetings over the telephone. At a prespecified date and time, participants can
dial into MeetingPlace and enter a number that identifies a particular meeting
(meeting D). Depending on the telephony connection between M eetingPlace
and your telephone network, participants may be ableto dial a number that
connects them directly into your mesting.

“ Get me” —Participants can use MeetingPlace to dial out to parties and bring
them into a meeting. Because M eetingPlace works with any touchtone
phone, participants don't have to be at their desk phones to add peopleto a
meeting. If they get a party’s voice mail, they can leave a message containing
the M eetingPlace telephone number and meeting 1D, so the party can join at
his or her convenience.

“ Blast outdial” —M eeting schedul ers can configure MeetingPlace to
automatically dial out to participants at the time of the meeting. Participants
can specify the telephone numbers they want to be reached at, or the meeting
organizers can specify phone numbers for them. MeetingPlace can even page
mobile workers at the time of the meeting and leave them with the

M eetingPlace tel ephone number and meeting ID.

What Happens During a Meeting?

Just asin a face-to-face meeting, MeetingPlace provides a number of waysto
help people know who is in the conference. As participants enter a meeting,
they are prompted to speak their names. The system records the participant
names and announces their arrival to the meeting. When participants hang

up, the system announces their departure. At any time, participants can hear a
private “roll call” of everyone in the meeting.

MeetingPlace also enables users to take issues “offline.” Should a subgroup
need to confer privately during the meeting, they can leave the main meeting
temporarily, talk privately among themselves in a breakout session, and then
rejoin the meeting-without hanging up. There can be up to nine

simultaneous breakout sessions per meeting. To reconvene participants to the
main meeting, any participant can broadcast a meeting message into the main
meeting and all breakout sessions.

With the M eetingNotes Option users can manage the content of their
meetings by starting and stopping recording at any time. Once the conference
is over, MestingPlace can post the recording immediately for others to
access.
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Outdial Function

The MeetingPlace outdial function can be accessed from a touchtone
telephone or MeetingTime (on a desktop computer). During a meeting any
participant who has outdial privileges can chooseto outdial al the other
invitees of that meeting.

From the Telephone
e Automated outdial to teams
e Automated outdial to missing invitees

e Managed outdial to any telephone number

From MeetingTime
There are three ways in which MeetingPlace can outdial people:

1. Automated outdial to teams
You can select a Team and request that all the members be outdialed. The
system will dial each member using the phone number specified in their
profile.

2. Automated outdial to missing invitees
While attending a meeting, users with outdial privileges can request that
participants who are invited but have not arrived be outdialed.
MeetingPlace searches the invited users' list of names and marks those
that are already in the meeting. It then checks to see if enough free ports
are available and outdials each of the missing invitees (irrespective of
participant notification preferences).

3. Screened outdial to a profile user or phone number
Any MestingPlace user with outdial privileges can outdial to individuals
oneat atime. A MeetingTime user can specify a participant or team, then
click on the dial button to begin outdialing. MeetingPlace provides the
telephone number from the participants’ user profiles, but also allows
users to override the phone number if necessary. The system connects the
participant who dialed out with the dialed person, allowing the two
parties to speak before being placed in the meeting.

Note: To initiate a screened outdial you must be attending the meeting by
telephone. If the participant initiating the outdial is not attending the
meeting from the phone, selecting screened outdial will result in the system
outdialing the user first.
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How Are Meetings Set Up?

To set up meetings on MeetingPlace, users require a profile with the
appropriate scheduling privileges. A profile uniquely identifies a user on the
system, and it contains the user’s privileges and preferences for setting up
meetings.

MeetingPlace provides several ways to set up meetings:

e From a touchtone phone—Users can set up immediate or future meetings
by dialing into M eetingPlace and following a series of voice prompts.

e From MeetingTime—M eetingTime users can schedule meetings from their
Windows computers. MeetingTime provides access to more advanced
features than the telephone interface, such as the ability to set up recurring
meetings or blast outdials.

e Fromthe Web—Users can schedule meetings using a schedule form via
the Web (requires MeetingPlace Web). Users will be notified via a
schedule confirmation form that their meetings were successfully
scheduled.

e From groupware applications—Users can schedul e meetings using
groupware applications like Microsoft Outlook and L otus Notes (requires
MeetingPlace for Outlook, M eetingPlace Exchange Gateway and/or
MeetingPlace for Notes).

e From a mobile device—Users can schedule meetings using the Palm™
VII handheld. Users will be natified via a schedul e confirmation form that
their meetings were successfully scheduled.

¢ When people schedule a meeting from within MeetingTime or
MeetingPlace Web they can specify alist (including Teams) of invited
participants and attach files to the meeting for distribution to users.

Teams

Meetings can be attended by teams of participants. Teams are users with a
common interest or community of interests (those people most likely to
attend the same meetings). This feature allows users to build a team (or list)
of MeetingPlace users, and then use this list to invite people when scheduling
amesting or to outdial a number of people from a meeting.
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How Are Meetings Set Up on a Networked System?

5l

5l

Profile users can schedul e meetings on a networked system using all of the
same mechanisms available on a standal one system. When scheduling
meetings on a MeetingPlace networked system:

e From a touchtone phone—Users can set up immediate or future
meetings by dialing into any of the MeetingPlace conference servers
available on a networked system and following a series of voice
prompts.

e From MeetingTime—M eetingTime users connect to the network server
to schedule meetings from their Windows computers.

e Fromthe Web—Users on a networked system can schedul e meetings
using a schedule form via the Web (requires M eetingPlace Web).

e From groupware applications—Users on a networked system can
schedule meetings using groupware applications like Microsoft Outlook
and Lotus Notes (requires MeetingPlace for Outlook, MeetingPlace
Exchange Gateway and/or MestingPlace for Notes).

However, with MeetingPlace networked systems each meeting must be
assigned to a specific conference server. The system can be configured to
allow users to schedule meetings on any conference server, on conference
servers co-located at a specific site, or on a specific conference server. The
system will first try to schedule users' meetings on their assigned
conference server—scheduling home server—to minimize the frequency of
having a user deal with multiple phone numbers.

The MeetingPlace networked system can beinstalled using single or
multisite deployment. Each siteis configured with a specific number and
name to identify the conference server location. In addition to assigning
users to a scheduling home server, each MeetingPlace user is assigned to a
specific NS home site'—the location of the user’s scheduling home server.

When scheduling from the touchtone phone, if resources are not available to
schedule a meeting on the user’s scheduling home server the system plays a
prompt which will include the phone number of the server where the
meeting has been scheduled. The system may be configured to include the
MeetingPlace phone number for all meetings.

! The Network Server home site (NS home site) is referred to as Home site in previous versions of MeetingPlace.
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How Are People Notified of a Meeting?

With the M eetingPlace Notification Option, MeetingPlace automatically
sends out notifications on a proactive basis to all invited participants
whenever people schedule, reschedule, or cancel meetings. Notifications can
be sent out via fax or e-mail depending on the gateway product purchased.”

Even without the M eetingPlace Notification Option, users can request the
schedule of meetings that they have been invited to. They can dial inusing a
touchtone tel ephone and request a spoken list of meetings. Schedules can
also be sent out via fax or e-mail, depending on the gateway product
purchased.

How Can People Share Meeting Materials?

With MeetingNotes®, users can submit “attachments” to a meeting via
MeetingTime or MeetingPlace Web. These attachments can be agendas,
presentations, or other related documents submitted anytime before, during,
or after a meeting. Once attachments to a meeting are submitted,
MeetingPlace provides a number of ways for users to access them.

For users who are connected to the local area network (LAN) or wide area
network (WAN), MeetingTime enables any other meeting participant to
download the attachments to their own computers to follow along during a
meeting.

Users without MeetingTime access can dial in using the touchtone phone and
request fax or e-mail copies of the associated attachments “on demand,” as
long as the appropriate gateways are install ed.

If the MeetingPlace Notification Option isinstalled, MeetingPlace can
automatically send copies of the documents, via e-mail or fax, to meeting
participants as the attachments are submitted.

If MestingPlace Web is installed, users with access to the Internet or their
company’sintranet can click on meeting attachment icons, or hypertext links
to the documents that are posted with the associated M eetingPlace mesting.

2 MeetingPlace E-Mail Gateway isincluded in the standard MeetingPlace e-Conferencing configuration.

% MeetingNotes isincluded in the standard M eetingPl ace e-Conferencing configuration.
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What if People Cannot Attend?

If MeetingNotes is installed, people who cannot attend a meeting can still
contribute by submitting attachments or voice comments to the meeting.
Voice comments provide an easy way for people to submit their thoughts to a
meeting from any touchtone phone.

During the meeting, participants can choose to record al or portions of
meetings for those who cannot attend. People who missed the meeting can
then dial into MegtingNotes, enter the date and meeting ID for the
conference, and access the recording. They can also access all of therelated
meeting materials and comments associated with the meeting.

If MestingPlace Web is installed, users can connect to the Meeting Details
Page, which provides information for meetings including the meeting
recording, voice comments, and attached documents. Users click oniconsto
listen to popular recording formats, such as WAV, RealAudio, or MP3.

How Secure Are Meetings?

MeetingPlace lets you discuss confidential information without worrying
about security. Meetings can be protected at several different levels.

Anyone who wants to enter ameeting must first provide the meeting ID.
Whoever schedules the meeting may also require that attendees provide the
correct password before being allowed to enter. Meetings can be restricted to
invitees or to users with MeetingPlace user profiles.

MeetingPlace can also announce the name of each attendee as that person
enters the meeting; if someone enters who shouldn’t be there, that person can
be dropped from the call. When sensitive information is being discussed,
users can lock the meeting so that no one can enter without explicit permission.

What Information is Available About Meetings?

The MeetingPlace conference server accumulates historical information about
meetings and associated resource usage. The system tracks details on meeting
organizers, schedules, participants, meeting recordings, and outdialing activity.
Thisinformation isretained in the M eetingPlace database and can be included
in printed reports.

How Will Different People Use MeetingPlace?

M eetingPlace enables anyone to participate in tel ephone conferences. People
outside your organization have the option of attending meetings over the
phone as guests. Guest users have restricted privileges and typically cannot
schedule meetings, start recording, or initiate outdials in a meeting.
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For usersinside your organization, you should set up user profiles. User
profiles contain their privileges (scheduling, recording, outdialing, €c.), as
well astheir user level. Each user level denotes a class of user:

e End users—Most people are end users. These users typically attend

meetings, access MeetingNotes, and set up their own meetings.

Contacts—Contacts are administrators who may support the system or the
user community at a departmental level. Contacts can schedule and
manage meetings on behalf of their specific set of users.

Attendants—Attendants are administrators who support all usersin the
system. Attendants can schedule, control, and manage meetings on behalf
of all users. Attendants may also create and delete new user profiles, lock
and unlock profiles, run reports, monitor capacity, view alarms and end
meetings currently in session if a system manager has given them these
privileges.

Attendants are typically company operators or help desk employees.
Callers can reach the attendant by pressing O at the M egtingPlace main
menu.

System Manager—T he system manager sets up and maintains
MeetingPlace. As system manager, you need access to all of the
information in the MeetingPlace database, including system configuration
information and information about the user community.

Each user type has its own sets of needs. As you use this guide, think about
how your organization will deploy MeetingPlace.

Meeting Types

“All Speaker” Meetings

MeetingPlace enables users to easily attend “meet me” conferencecalls at a
pre-specified time and date by dialing a given telephone number and a
meeting D number. Each of the participants can speak and listen equally.

M eetingPlace provides meeting features such as breakout sessions, roll call,
outdial, lock, mute, and MeetingNotes for usein conducting organized and
productive meetings.
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Lecture-Style Meetings

MeetingPlace lecture-style meetings are based on the concept that there are
one or more speakers and the remaining participants are listeners and not
granted speaking ability. Meeting controllersin alecture-style meeting can
enable all participants to speak and be heard and so “ Open the floor” for
general discussion (such as in atown meeting application).

Q&A Meetings

Q& A Mestings are an enhancement to the lecture style. With the Q& A
feature, listen-only participants can “Request the floor” to ask a question,
and moderators can sdectively grant temporary speaking ability to those
participants. MeetingTime provides full feature control and the MegtingPlace
touchtone interface will provide capabilities for both listen-only participants
and moderators.

Waiting Room

The waiting room is another enhancement to the concept of alecture-style
meeting. Meeting controllers can send all participants originally designated
as listenersinto a“Waiting room” where they only hear music on hold.
Speakers however, remain in the main meeting and can confer privatey
without the listeners. Meeting organizers can send all participants into the
waiting room automatically at the start time of a meeting. When the
moderators are ready to start the meeting they can “Call the meeting to
order” and bring all the waiting room participants into the meeting.

Multiserver Meetings

Multiserver meetings allow participants on different MeetingPlace servers to
communicate with each other asif they were in the same meeting.
Multiserver meetings are ideal for:

e Minimizing long distance calls between major corporate locations. Users
in a particular region can connect to their local conference servers, and
the conference servers will automatically call each other over standard
phone lines to form a multiserver meeting. This reduces the number of
long distance calls required to connect the users.

e Largeconference calls (over 120 participants) that require more than one
MesetingPlace server.

Automatic Multiserver Meetings

Automatic multiserver meetings are an enhancement to the concept of
multiserver meetings. When a caller dials into a meeting that is actually
being held on another MeetingPlace conference server in another site,
MeetingPlace will automatically connect that caller to the appropriate
meeting and proceed with the meeting as a multiserver meeting if this feature
is enabled.
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Independent Web Conferences

An independent web conference is a meeting that makes use of a web
conference without a voice conference. It is particularly useful for two
people engaged in a telephone conversation who wish to share documents.
Independent web conferences do not take up any port space on your server.

Note: While independent web conferences do not take up any port space
on your server, they are subject to user license restrictions. If there are
no user licenses available, MeetingPlace will not allow you to proceed
with an independent web conference.

Issues to Consider Prior to Installation

Security

There are some important things to consider when planning for the
configuration of your MestingPlace system. Think about how you do
business today and how M eetingPlace can handle these areas:

As with your other enterprise-wide resources— network, e-mail, voicemail,
etc. — security is an important issue when installing and configuring
MeetingPlace. Potential threats are posed by outside parties, ex-employees
and even current employees. As you plan for the security of your
MeetingPlace system, be sureto consider its overall ease of use. Thereare
several areas of security to consider:

e Unauthorized entrance to legitimate meetings
e Scheduling and participation in unauthorized meetings
e Qutdialing abuse and toll fraud

e Unauthorized access to system configuration and parameters via the
System Manager Profile

In addition to the security parameters in the MeetingPlace system itself, there
are several Best Practices that your organization can adopt that will grestly
enhance security. Your MeetingPlace support organization will gladly discuss
M eetingPlace security with you and assist in configuring the system and
developing Best Practices to ensure a secure conferencing environment.

Appendix C lists the MeetingPlace parameters that affect security, arranged
by the types of threats listed above.
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Summary of Best Practices

Write and implement a policy regarding user and group profiles,
including the security parameter settings from the table above for each
user and group.

Keep the number of user profiles with system manager accessto a
minimum. Use longer I1Ds and passwords for these accounts, and change
them more frequently.

If possible, automate the process of adding and deleting user profiles by
scripting these actions from your Human Resources’ database. This
ensures that terminated employees’ profiles are deleted or deactivated.
Your MeetingPlace support organization can provide suggestions
regarding how to program such automation.

If you cannot automate the profile process, write and strictly follow a
program of regular, frequent additions and del etions based upon
information from your Human Resources group. It is particularly
important that user profiles for terminated employees be quickly
deactivated or deleted.

Select a system of profile IDs that is hot easy to guess, but also not
difficult for your users to remember. Telephone extensions on their own
can often be easily guessed; therefore, consider adding a prefix. Employee
IDs can aso be used as long as they are not vulnerable to arandom attack.

Make sure the default profile password cannot be easily guessed, and be
surethat users change it quickly. Run regular periodic reports to
determine which profile passwords have not been changed from the
default, and respond by either contacting the user, changing the
password, or deactivating or deleting the profile.

Write and communicate a policy regarding profile passwords so that
users don’t select trivial passwords, such as ones that contain repeated or
consecutive digits.

Provide tips to the end user community regarding how to secure their
meetings. Meeting security features include unique meeting IDs, non-
trivial meeting I1Ds, announced entry, meeting passwords, attendance
restrictions, locking meetings, deleting unwanted participants, and roll call.

Write and implement a policy of regular system monitoring for undesired
access. Reports and alarms are the primary instruments for such
monitoring.

Plan your responsein case of different types of unauthorized access. In
particular, determine any changes you will make to MeetingPlace security
parameters or other system access such as changing phone numbers, as
wdll as procedural changes you might make in your organization.
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Billing Users for Conference Calling

Internal billback is arequirement of many organizations. MestingPlace is
designed to report meeting scheduling and attendance, outdialing, disk usage,
and attachment information activities by user. You can define billing codes in
auser’s profile or in the group settings.

Providing User Support

There are two specific times when a user can dial out for assistance from the
telephone: before a meeting is identified, and after a meeting has been
identified. MeetingPlace is designed to identify a specific user and teephone
number to handle these situations. Additionally, a contact person can be
identified to support a specific group of people.

Defining Flex Fields

The MeetingPlace database is designed to allow customers to add fields that
customize meetings to their own business needs. Three flex fields exist on a
per-profile basis as wdl as a per-meeting basis. Examples of profile flex
fields include Cost Center, Billing Exemption, and Hire Date, and meeting-
specific examples include Conference Room, Building Number, and
Instructor Name.

Customizing Menus

The MeetingPlace Flex Menu Option is designed to enable customers to
modify their top level menu trees. Using M eetingTime, system managers can
create custom menus to automatically attend or access MeetingNotes for
specific meetings or meetings of a particular category.

Additional Issues for a Networked System

There are some additional issues to consider when planning for the
configuration of your MestingPlace networked system. Think about how
you will address these areas.
Deployment Options
Consider the following options when deciding how to deploy conference

servers on your MeetingPlace networked system:

Single site system—All conference servers centrally located with the
network server on the company’s local area network (LAN)

Multisite system—One or more conference servers residing in separate
locations from the network server to accommodate independent departments
or strategic applications, on alocal or wide area network
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Deciding how to balance users between servers is important because
networked systems require a user’s meetings to be assigned to a specific
conference server. Thisis accomplished by assigning each M eetingPlace user
to a scheduling home server at a specific site, as discussed earlier in this
chapter. There are several ways to determine which scheduling home server a
user should be assigned; you may choose to do this based on regions,
departments, user types, or specific user groups. Additionally, restrictions
may be placed on where a user schedules their meetings, as nhoted in the User
Access section.

When M eetingPlace networked system users schedule conferences, there are
different access privileges to consider including:

Single server—Users meetings are all scheduled on the same server (same
phone number)

Single site—Users can schedule meetings on any server located at a specific
site

All servers—Users have scheduling access to all servers

When a user schedules a conference, the system first tries to reserve the
necessary resources on the user’s scheduling home server. Based on the user
access privilege, if the system fails to schedule on the user’s scheduling
home server, it will then try to schedule on any server at the user’'s NS home
siteand finally on any available server.

When assigning access privileges, you can mix access types among profile
users based on a user’s class of service, chooseto assign all users uniform
access to all conference servers, or you may wish to assign priority access
where strategic users or key application users have greater access to specific
conference servers.

The Next Step

Now that you know a little more about MeetingPlace, you are ready to start
planning. The following chapters contain information and instructions to
assist you in preparing your installation plan.
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4 Database Planning

This chapter describes the categories of information you need for configuring
MeetingPlace. You'll also find worksheets for gathering the information you
need to populate the M eetingPlace database.

The MestingPlace database includes four types of information:

o Company-specific information—Tailors MeetingPlace for your company.
It includes general information, administrative information, and information
that controls meeting scheduling.

e System configuration information—I dentifies the M egtingPlace hardware
and software. It also describes the interface between your system, the
telephone network, and the LAN.

e Usear information—Identifies who has access to the MeetingPlace functions
and which system functions are available to each person.

e Meseting settings—I dentifies the various meeting categories that have been
created.

Company-Specific Information

Company-specific information includes general information about your
company and parameters that tailor the way MeetingPlace operates. This
information limits the total number of user licenses that can beinvolved in
meetings at one time and determines meeting scheduling criteria. It also
defines system-wide defaults for managing mestings.

Therest of this section presents the information you need to:
o Decide what default scheduling and usage parameters M eetingPlace should
use.

o Define port availability for meetings.

Usage Parameters

Usage parameters establish default values for the parameters that control
basic MeetingPlace operations. These parameters govern security, alarm
handling, getting assistance, and outdial. The Usage Parameters window
includes a default time zone for the location of the system. Thistime zoneis
calibrated to the system's internal clock.
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Scheduling Parameters

Meseting scheduling parameters control the meetings scheduled at your
location. The settings determine how many of the conference ports on your
system can be reserved for meetings at one time.

About Meeting Guard Times

The Scheduling Parameters window includes Meeting Guard Times, which
ensure that meetings do not overlap each other and that two meetings are not
scheduled back-to-back with the same meeting ID number. Guard times may
also be a factor in determining how early someone can call into a meeting
beforeits scheduled start time, how long a meeting can be extended, and when
ports should be released. The MeetingPlace System Manager’s Guide
describes guard times in more detail.

Company Information

Flex Fields

Site information records data that describes your company, such as your
company name, address, and the names and telephone numbers for people who
will be the primary contacts for MeetingPlace service representatives, as well
as whom you should call when you need help with MeetingPlace. The site
information is used for MeetingPlace Fax Gateway, where the company name
is printed on the fax cover sheet.

Flex fields allow you to design specific fields for meetings that can be
customized to your own business needs. They enable you to track company or
site-specific information on a per-profile or per-meeting basis. Flex fields
record information to specify the type of field, the title associated with the
field, the import title used for reporting, and the protection leve of thefield.

System Configuration Information

System configuration information controls how M eetingPlace operates at your
company. You provide two types of configuration information: information
describing the telephony configuration, and information describing the LAN to
which MeetingPlace is connected.

Telephony Configuration Information

Tdephony configuration information includes port access information that
determines which MeetingPlace services are available to a caller.
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Telephony configuration information also describes the type of signaling used
by each port. Because multiple ports can use the same signaling, the database
enables you to group any of the 120 MeetingPlace ports into port groups. Port
groups define signaling information for multiple ports simultaneously.

Therest of this section presents the information you need to:

e Assign an access type to each MeetingPlace port
o Decide whether to group ports into port groups

MeetingPlace Port Access Types

The specific MeetingPlace services that are availableto a caller are
determined by the port access type MedtingPlace assigns to the call.
MeetingPlace includes four port access types:

e Meeting access—Allows callers to attend meetings.
e MeetingNotes access—Allows callers to listen to recorded mestings.

e Profile access—Allows callers to attend meetings, schedule meetings,
change the information in their user profiles, and listen to information in
MeetingNotes. User profiles are described in “User Information” later in
this chapter. Callers without user profiles cannot schedule meetings and do
not have any user profile privileges.

e Combined access—Available only to users with user profiles. Combined
Access allows callers to attend meetings, schedule meetings, change the
information in their user profiles, and listen to information in MeetingNotes.

When MesetingPlace receives dialed number information (DI1D/DDI), the port
access type MegtingPlace assigns to a call is determined by the access type
assigned to the telephone number used to reach MeetingPlace.

When MestingPlace does not receive dialed number information, the port
access type MetingPlace assigns to a call is determined by the access type
you assign to the port that is handling the call.

Defining Telephony Access
Refer to the following icons for country-specific information.

M esetingPlace can receive dialed number information (DID or DNIS
information) when it is connected to the telephone network via T1 trunks using
E& M signaling. When MeetingPlace receives dialed number information, you
can assign different port access types to blocks of telephone numbers and
reserve the numbers in each block for certain uses.
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M estingPlace can receive dialed number information (DDI) when it is
connected to the telephone network via E1 trunks with E1 signaling such as
DPNSS, EurolSDN, or CAS. MestingPlace can get DDI on any of the
supported protocols. When MegtingPlace receives dialed number information,
you can assign different port access types to blocks of telephone numbers and
reserve the numbers in each block for certain uses.

For example, you can assign:

e meeting access to one block of numbers to reserve those numbers for use
by callers who only want to attend a meeting

e MestingNotes access to another block for callers who only need
MestingNotes

e profileaccessto athird block for callers with profiles
e combined access to a fourth block for al callers.

If MeetingPlace receives dialed number information, you need to decide how
many numbers to reserve for each use. If MeetingPlace does not receive dialed
number information, the configuration information you provide for each
individual port will determine the port access types.

Creating Port Groups

Organizing ports into groups is a convenient way of configuring multiple ports
at one time. The configuration information you enter for the port group, which
includes a port access type, applies by default to all ports that are assigned to
the group in the absence of individual port configuration information or a
DID/DDI access plan.

Port groups are optional, although a port must belong to a port group for it to
be used for outdial.

Flex Menus

Flex Menus are designed to be used with port groups. This feature allows
system managers to assign specific audio recorded menus to specify port
groups. For example, different groups of users (Sales, Customer Support, IS,
Marketing, etc.) could be allocated different port groups and each have their
own custom menus.

When a user dials into a MeetingPlace conference server, the MeetingPlace
Flex Menu Option voice prompts they hear will depend on the telephone
number they dialed.
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Configuring Individual Ports

Some of the configuration information for individual portsis also included in a
port group definition. You do not have to provide this information twice when a
port is a member of a port group unless you want different information to apply
to an individual port from the information for the group. Individual port
information has precedence over port group information.

Port configuration information includes a port access type. When

M estingPlace receives dialed number information, the DID/DDI access plan
determines which port access type is assigned to a call. However, if for some
reason the system cannot use the DID/DDI or DNIS information it receives
from the network (for example, if the network passes MeetingPlace incorrect
or unrecognizable digits), the port access type defined here is assigned to the
call.

When M eetingPlace does not receive dialed number information, the port
access type defined hereis assigned to the call. If your system does not receive
dialed number information, decide what access types to assign to each port or
group of ports that connect MeetingPlace to the telephone network.

Monitoring MeetingPlace with SNMP

You can monitor MeetingPlace by using the MeetingPlace SNMP option. This
feature uses the Simple Network Management Protocol (SNMP) version 2 and
supports MIB-I1. If your server has an SNM P management tool, you can
configure this feature to provide you with network status information and
management access to MeetingPlace through your own network management
system. Traps can be activated by the SNM P module when the system restarts
or crashes, one of the network links changes state, a T1 line goes down, the
Gateway SIM registers an alarm, or an SNMP message is received which fails
authentication.

Note: SNMP s turned on by default on all new systems. If you want to
disable the SNMP option, contact your MeetingPlace customer support
representative.

The MeetingPlace SNM P option consists of two components you need to
configure: Network Management Information and Network Management
Communities. Network Management Information controls high-level access to
the MeetingPlace SNM P module and allows M egtingPlace to exchange SNMP
data with therest of your network. Network Management Communities
control the | P addresses to which SNM P messages are sent and the type of
access provided in response to those messages.
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Note: You will have to load MIB files into your monitoring system and
configure them to enable the trap messages to show up properly. For
further information refer to Chapter 4, Monitoring MeetingPlace Using
SNMP in the MeetingPlace System Manager’s Guide.

Server Configuration

The Server and Site Configuration topics are where you enter MeetingPlace
addresses for the conference servers and network server (based on your system
configuration) on your LAN. Default information is filled in during
installation, but you can make changes based on your planning worksheet
information. The parameters also include the number of conference and access
ports on each server at your company.

The Other MeetingPlace Servers topic is where you enter information about
your company’s other MegtingPlace serversif you are going to be conducting
multiserver meetings, whether manual or automatic. These other servers may
be geographically dispersed and located in another state or country. For more
information on multiserver meetings, refer to the MeetingPlace System
Manager’'s Guide.

Understanding the MeetingPlace Port Types

The ports that connect M eetingPlace to the telephone network are classified as
access ports and conference ports. All ports are access ports, but a subset of
your access ports are also preconfigured as conference ports. Thereis no
physical difference between an access port and a conference port—the
distinction is purely logical.

Calculating the Number of Conference Ports

When the system needs ports to set up a conference call or add peopleto a call
in progress, it allocates them from the pool of available conference ports. If
your access ports have all been preconfigured as conference ports and the
system requires all available ports, it will take them all. In that case, no one
other than people attending meetings can reach MeetingPlace (to schedule a
mesting, for example).

Several safeguards ensure that ports are always available for uses other than
conference calls, such as scheduling mestings:

o A certain number of conference ports can be classified as contingency
ports. Contingency ports are ports that the system keeps in reserve so that
people who are participating in a megting can reach a contact or attendant
for assistance during a meeting. One of the meeting scheduling parameters
determines how many ports in your system are contingency ports.
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e Of theremaining conference ports, a certain number are classified as
floating ports. Floating ports can float between mestings, taking up the
slack when an extra person suddenly decides to attend a mesting that is
aready full. One of the meeting scheduling parameters determines how
many ports are floating ports.

e Sometimes, your access ports are not all preconfigured as conference ports.
The number of conference port licenses you acquire (listed on your order
schedule) is the number of conference ports in your system.

Figure 4-1 illustrates the uses for different types of ports.

~
Access ports reserved for
scheduling meetings and

Access N .
listening to MeetingNotes

r Contingency ports reserved to
handle call transfers to contacts
or attendant

Contingency

Floating ports to handle
unexpected meeting attendance

Access Ports
Ao

Conference Ports
A

Portsin use or reserved for
meetings

. _
Figure4-1 Access Ports and Conference Ports

User Information

Most people who use MeetingPlace will need user profiles. User profiles
identify and define the limits of users' access. The information in each
person’s user profile identifies the person as an end user, a contact or
attendant, a system manager, or a technician. User profiles also contain
administrative and preference information.
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A user profileisrequired for anyone who wants to schedule a meeting,
including vendor s, consultants, and other people who may not work for
your company. People who use M egtingPlace only to attend meetings or listen
to recorded meetings in MegtingNotes do not need user profiles.

Because multiple users may share common attributes, the database includes
user groups, which enable you to enter information for many users
simultaneously. You may also be able to import profile information from
another database, such as the database that is part of your voicemail or email
system.

Eoﬁt;] _ Note: Synchronization between the M egtingPlace database and a corporate
database is automatic if you have MeetingPlace Directory Services installed.
/ For further information, refer to the MeetingPlace Directory Services
System Manager’s Guide.

Not; Note: If no valueis specified for a user group field, the default is the value
v for that field in the guest profile. You may find it useful to review the guest
/ profile settings before entering user profiles and user groups.

Therest of this section presents the information you need to:

o Decide how to define your user groups

e Decide who will require a user profile

o Decide what access level each person needs

o Find out whether you can import the user or group profile information

Creating User Groups

Assigning usersto a user group is a convenient way of entering default profile
information for multiple users at onetime. The information defined for the
user group applies to every user who is a member of the group.

People who are members of a user group still need individual profiles. When
their profile information differs from the information for their user group, the
individual profile information has precedence.

You may wish to set up groups based on a user’s class of service; examples of
this are shown in Table 4-1. You may also define groups by region,
department, or level of management and then assigh a contact to represent
each functional group. Additionally, your company may define particular
groups by their billing codes.

., Tip: Because of the relationship between user groups and user profiles, it is
"\T\p usually best to create user groups before you create user profiles.
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In database planning it is important to understand the differences between the
following terms:

Teams—Define users who will most likely attend the same meeting. Users can
belong to multiple teams.

Groups—Define users with a shared set of attributes like common system
settings (such as class of service or regions) and other common business
characteristics (such as departments, levels of management, or even billing
codes). Users are assigned to only one group.

Table 4-1 User Groups Defined by Class of Service’

Group Information

Name

Number

Billing code

Default mtg category

Group active?

Group Defaults

User ID of contact

Time zone

Language

Abbreviated prompts?

NS home site®

Scheduling home server

M eetingNotes Defaults
Able to record mtgs?
Record meetings?

Who can access

Auto-start recording?
Attachment access ordering
Display mtg to everyone?
Outdial Meeting Defaults
Can cdl out from mtgs?
Can schedul e guest outdia mtgs?
Allow outdids to guests from web?
Max outdias per mtg

Can cdl other servers?

Ask for profile password?
Digit trandation table
Restrictions

Scheduling restriction

Max mtg length (min)

Max # of attachments
Sched only on home server?
Sched only on NS home site?
Max # teams dlowed
Receiving Natifications
Enable to receive?

Include attachments?
Type of E-mail system

Fax phone number

Fax digit trandation table
Preferred delivery method
Alternate delivery method

Sample 1.
Restricted Users

Minimum Privilege

1

Y our choice (optiond)
Y our choice

Yes

Y our choice (optiond)
Y our choice

Y our choice

No

Y our choice

Y our choice

Play most recent first
No

No
No
No
0

No
No
0

Near Term Mtg Limit (5)
60

0

Yes

Yes

Yes

Yes

Y our choice
Y our choice
0

None

None

4 Class-of-service is noted by the shaded areas.
5 In previous versions of MeetingTime, the Network System Home Site (NS home site) is referred to as Home Site.

Sample 2.
Standard Users

Standard Privilege
2

Y our choice (optiond)
Standard
Yes

Y our choice (optiond)
Y our choice

Y our choice

No

Y our choice

Y our choice

Y our choice

Unrestricted

Same as system default
5

No

Yes

Yes

Yes

Y our choice

Y our choice

Y our choice (optiond)
Y our choice

Y our choice

Sample 3.
Executive Users

Executive Privilege

3

Y our choice (optiond)
Y our choice

Yes

Y our choice (optiond)
Y our choice

Y our choice

No

Y our choice

Y our choice

Unrestricted
Yes

No

Y our choice

Unrestricted

Same as system default
30

No

No

Yes

Yes

Y our choice

Y our choice

Y our choice (optiond)
Y our choice

Y our choice
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Creating User Profiles

A user profileis required for any user who will be using MeetingPlace to
schedule meetings. A user profile identifies the user to the system and classifies
the type of system access that the user requires. The classification assigned to a
user determines which MeetingPlace features the user can access. When users
attend a meeting, MeetingPlace identifies them by their user profiles and assigns
them privileges based on their profiles. For example, a profile determines
whether or not a person can outdial during a mesting.

For a description of each parameter in a user’s profile, refer to Worksheet 4-15.

To enable users without MeetingPlace profiles to attend meetings, a guest
profile (profile number 0000) resides on the system. This profile defines the
privileges of all guests and is used whenever a person does not identify
themsdf to the system. As the M eetingPlace system manager, you can modify
the guest profile, but you cannot deleteit.

Tip: One of the most important settings in the guest profile is whether or not
outdial is allowed. It is recommended that guest participants not be allowed
to outdial. Thiswill help prevent unauthorized outdialing from your system.

When you first create a user profile, default values are obtained from the guest
profile, which acts as a template. However, the guest profile does not provide
values for the first name, last name, user 1D, and profile number fieds.

Because two users cannot have the same user 1D or profile number, the values
for these fields must be unique. Table 4-2 provides a few recommendations for
creating user IDs and profile numbers that will be easy for your users to
remember.

Table 4-2 Suggested Values for User 1Ds and Profile Numbers

Profile Field Suggested Values

User ID Network login, first name followed by last
initial, or eemail address

Profile number Employee number or telephone/extension
number

Once you have created user profiles, users can change their own meeting
preferences.

Each person’s user profile includes a time zone setting. The time zone should
be set to reflect the location of the office in which the user does business.
When a user schedules a meeting, M egtingPlace uses the home time zone
setting to determine the time. The guest profile time zone should be set to
reflect the location of the MeetingPlace system.
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Importing User Profile and Group Information

If theinformation required for user profiles or user groups already existsin
another database, such as an e-mail directory, a voice mail directory, or a
human resources database, you can import the profile information directly into
the MestingPlace database. There are two options available:

e MestingPlace Directory Services
e Manual File mport

MeetingPlace Directory Services

MestingPlace Directory Services provides automatic and ongoing
synchronization of edits based on pre-established business rules. Therefore,
you do not have to import profiles manually. For further information, refer to
the MeetingPlace Directory Services System Manager’s Guide.

Manual File Import

To simplify theimport process, you can choose to import only those fields that
contain profile or group-specific information, such as user 1Ds, profile
numbers, group names, group numbers, and contact information (e-mail
addresses, phone numbers, etc.). The items marked with an asterisk (*) in
Table 4-3 identify user-specific fieds and the items marked by two asterisks
(**) identify group-specific fidds.

Any fields you do not include in the import file will automatically derive their
value from either the guest praofile or from the user group to which the user
has been assigned.

If you are not assigning users to groups, you should review the settingsin the
guest profile to make sure they are appropriate for the users you are adding to
the system. For example, if you want users to be able to outdial from meetings
but the guest profile has the Can Call Out from Mtgs parameter set to No, you
need to change this setting in the guest profile before importing your profiles.
Once the profiles have been imported, make sure to change the settings in the
guest profile back to their original values.

If you are assigning users to groups, make sure to include the Group Name or
Group Number field in theimport file.
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Note: Theimport file must include unique values for the profile number and
user ID. If used, the group hame and group number values must also be
unique.

You can use any value as the user ID and profile number, aslong asit is
unique. For example, if you are importing the data from your voicemail
system, you may want to use each person’s telephone number as his or her
profile number. If you are obtaining the information from an e-mail system
database, you might want to use the person’s eemail user 1D as the
MeetingPlace user 1D.
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Table 4-3 Import Database Fields

Field Type of Value or
Abbreviation Length® Value Choices®
First name* Fnm 17 Alphanumeric
Last name* Lnm 17 Alphanumeric
User ID* uid 17 Alphanumeric
Encrypted user password EncryptedUserPWD 11 Field not editable by the users®
Last changed Wfpasswordlastchange MM/DD/YYYY HH:MM
d
Profile number* Prfnum 17 Numeric
Encrypted profile password | EncryptedProfilePWD 11 Field not editable by the users®
Last changed Vupasswordlastchange MM/DD/YYYY HH:MM
d
Type of user* Utype — enduser/contact/attendant/sysmgr/
technician
Internet e-mail address* InternetEmail Addr 127 Alphanumeric
Time zone" * Tzcode — Numeric—group default
Phone number* Phnum 32 Numeric®
Alternate phone number* AltPhNum 32 Numeric®
Pager phone number* Pgrnum 32 Direct Dial—ypager number
Non Direct Dial—user’s pager
information number (PIN)
Type of pager Partype — nhone/didpager/nondidpager/group default
First Search 1stSearch —  none/main/aternate/pager/gd ©
Second Search 2ndSearch — hone/main/alternate/pager/gd ©
Third Search 3rdSearch — hone/main/alternate/pager/gd ©
User active? Uactive — es/no/locked/group default
Group name** Grpnme 11 Alphanumeric

! Important when there is alimit to the number of characters you can enter in afield.

2 Active values can be one of y or yes, n or no, gd or group default. Values are not case sensitive.

" User-specific fields. These are the most important fields that need to be included in the import file when adding
users to the system.

" Group-specific fields. These are the most important fields that need to be included in the import file when adding
groups to the system.

3 Thisisaread-only field used to re-import encrypted passwords previously exported from MeetingPlace.

* Refer to Appendix A for the numeric values of time zones. From MeetingTime, you can use the “Time Zone
Import Codes” sel ection from the Configure tab.

® Spaces are allowed, as are the following punctuation marks: () , -

% Specifying “gd” for any one of these fields will automatically configure the other Search fields with the same value.
For example, if you select “gd” for First Search, “gd” will be applied to Second Search and Third Search.

wn
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Field Type of Value or
Abbreviation Length® Value Choices®

Group number** Grpnum 17 Numeric

Abbreviated prompts Abbprmpts — es/no/group default

Billing code Bcode 17 Alphanumeric-group default

Default mtg category Meetingcategory — Alphanumeric (name of existing mtg.
category)-group default

NS home site Site — Numeric-8-8/group default

Scheduling home server Preferredunit — Numeric-8-8/group default

Ableto record mtgs Canrecord — es/no/group default

Record meetings Recordmtgs — es/no/group default

Who can access Whocanlsth — hone/anyone/invtdusrs/users/group
default

Auto-start recording Autostrtrerd — es/no/group default

Attachment access Playattlstfifo — Dlay most r  ecent first/play in order

ordering submitted/group default

Display mtg to everyone Fallowguestview — es/ no/group default

Max outdials per mtg Maxvuiodspermtg — Numeric-8-500/10000 (unrestricted)/
group default

Can call out from mtgs? Cndia — es/no/group default

Can call other servers? Fcaninviteremoteserver — es/no/group default

s

Can schedule guest outdial | Canallowguestoutdial — es/no/group default

mtgs?

Allow outdials to guests Allowguestoutdial — es/no/group default

from Web

Ask for profile password Pwdonoutdial — es/no/group default

Digit trandation table Odxlattablenum — Numeric-8-15/group default

Entry announcement Annentry — beepname/beep/none/group default

Departure announcement Anndpart — beepname/beep/none/group default

Screened entry Screntry — es/no/group default

Skip pre-meeting options Shrtmnus — es/no/group default

Disablerall call Disablerollcall — es/no/group default

Password required Pwdreq — es/no/group default

Who can attend Whocanattnd — Anyone/users/invtdusrs/group default

Lecture mtg attend sttgs? Fstartpeople nwr — AdmitAsListeners/ StartlnWaitingRm/
StartMtgWithFl oorOpen/group default
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Field
Length*

Type of Value or

Value Choices®

Numeric-8-50/10000 (unrestricted)/
10001 (cannot schedule)/group default

Abbreviation

Scheduling restriction Maximmedmtgsperday —

Max mtg length (min) Maximummeetinglengt — Numeric-8-MaximumM eetingLength/

h group default
Max # of attachments Mxattsprmtg — Numeric-8-30/group default
Sched only on home server?| Schedprefunitonly — es/no/group default
Sched only on NS home Schedhomesiteonly — es/no/group default
Site?
Max # teams allowed Publiclallowed — Numeric-6-1000
Enabled for this mtg Sndnatifs — es/no/group default
Include attachments Autodistatts — es/no/group default
Priority Dfltnetifprio — ow/normal/urgent/group default
Send if mtg changes Sndnotifonmtgch — es/no/group default
Include participant list Sndinvlstwnotif — es/no/group default
Include password Sndmtgpwdwnotif — es/no/group default
Enableto receive Revnotifs — es/no/group default
Include attachments Revattswnotif — es/no/group default
E-mail address Emailaddr 255 Alphanumeric
Type of E-mail system Emailtype — hone/ccmail/lotusnotes/msmail/
group default
Fax phone number Faxnum 17 Numeric-8-32/group default

Fax digit trandation table

Faxxlattblnum

Numeric-8-15/group default

Preferred delivery method | Prmrynotifprf — none/fax/email/group default

Alternate delivery method | Altnotifprf — none/fax/email/group default

Method of attending Attndprf — Lisercallsin/syscal | suser/syspagesuser/
notattend/sysfindsuser

Off at mtg startup? Fgnadisabled — es/no/group default

Notify attendees about Qnanctify — es/no/group default

Q&A

Q&A introduction Announcegarr — es/no/group default

Q&A departure Announceqdep — es/no/group default

Automatically ask next Fautoproenabled — es/no/group default

question

More than one question per | Concurrentquestion — es/no/group default

Site?

Tell my position in line Ftellpartpos — es/no/group default

Disable floor warning Fadvancelnfo —  yes/no/group default

Latitude Communications
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Field Type of Value or
Abbreviation Length® Value Choices®
prompt
Flex Fidd 1’ profileflex1 17 text/number/date/yes/no/group default
Flex Field 2 profileflex2
Flex Field 3 profileflex3
User ID of contact Ctctuid — Alphanumeric
Recorded profile name? Vname — ecorded/not recorded
Date user last scheduled an | dayoflastimmedmtg — MM/DD/ YYYY hour/minute
immediate meeting
Number of immediate Numimmedmtgsonthat —  Numeric84000
meetings day
The number of group-wide | Groupulallowed —  Numeric-8-1000
teams the user can create
The number of private Privateulallowed —  Numeric81000
teams the user can create
Profile user’s selected VLanguage — English (USA), English (UK), French
language (Canadian), Japanese or group default
Whether this user prefers fEndMtgWarn — yes/no/group default

end meeting warning
turned on or off

Whether this user prefers fMtgExtendPrompts — yes/no/group default
meeting extend prompts
turned on or off

Single System Image — SSI-System ID — Reserved for future use
System ID

Single System Image — SSI-RollMaplD — Reserved for future use
Roll Map ID

Single System Image —Site | SSI-SitelD — Reserved for future use
ID

Used in a profileimport newuid 17 Alphanumeric

file to changethe user ID
of an existing user

Used in a profile import newprfnum 17 Numeric
fileto change the profile
number of an existing user

" These fields are customizable. Using MeetingTime, you can enter new names for these fields so you can create
additional profile values. For more information on creating flex fields, refer to Chapter 3.
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Note: Setting the following values to “Yes’ will override any group default
values for these fidds.

Table 4-4 Import Database Default Fields

Type of Value or
Field Abbreviation Value Choices

Abbreviated prompts | SAdvancedPromptsl sDefault yes/no
Departure announcement NamedDisconnectlsDefault yes/no
Entry announcement Named| ntroductionlsDefault yes/no
Password required PasswordRequiredl sDefault yes/no
Screened entry Screenedintroductionl sDefault yes/no
Billing code Bill Codel sDefault yesino
User active? | SActivel sDefault yesno
Allow guest outdial in CanOutdiallsDefault yesino
mtgs

User ID of contact IsContact| DDefault yesino
Time zone TimeZonel sDefault yesno
Skip pre-meeting options IsQuickMtgEntryAllowedDefault yes/no
Ask for profile password | sPasswordRequi redOnODDefault yes/no
on guest outdial

Record meetings RecordM eetingsl sDefault yes/no
Who can attend IsMeetingRestrictionDefault yes/no
Who can access IsMtgNoteRestrictionDefault yes/no
Able to record mtgs CanRecordM eetingsl sDefaullt yes/no
Digit trandation table ISODXLatTableNumDefault yes/no
Scheduling restriction IsMaxImmedMtgsPer DayDefault yes/no
Max mtg length (min) [sMaximumM eetingLengthDefault yes/no
Max outdials per mtg IsMaxV UIODsPerMtgDefault yes/no

Latitude Communications
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What Is the Required File Format?

The import file must be a comma-ddimited ASCI| file (an unformatted or flat
file). Thefirst line of thefileis a group of keywords that acts as a header and
identifies the order in which data appears in all subsequent lines. For example,
if each line of information starts with the first name of the user and then lists
the person’s last name, user 1D, profile number, phone number, contact user
ID, group name, and time zone code, it would look like the examplein Figure
4-2.

fnm, Inm,uid, prfnum, phnum, ctcuid, grpnme, tzcode
Alex,Bell,Bell,206,5551234,Patton, system, 87
Joe,Smith,Smith,202,5556789,Patton, system, 87

Figure 4-2 Sample of the Import File Format

Note: Before creating your import file, refer to the following information:

e Any spaces placed at the beginning or end of a value will automatically
be deleted during the import process unless the value and the leading or
ending spaces are enclosed in quotation marks. Spaces within a value,
for example using Tech Support for a billing code, will be imported
without being deleted.

e Any commas used in a value must be enclosed in quotation marks, such
as using “Smith,Tom” for auser ID.

o Noneof thetext types are case-sensitive.
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Database Planning Worksheets

The following pages contain worksheets used to populate your MeetingPlace
database. The database worksheets are arranged in the order in which they are
described in this chapter. When you are ready to enter the information in the
database, you may rearrange the worksheets in any order.

Your MeetingPlace support representative will work with you to fill out the
workshesets. Table 4-5 lists the worksheets you'll find in this chapter.

Table 4-5 Database Planning Wor ksheets

Worksheet # Description

Workshest 4-1 Usage Parameters

Workshest 4-2 Scheduling Parameters

Workshest 4-3 Company Information

Worksheet 4-4 Flex Fidds

Worksheset 4-5 Teephony Access

Worksheet 4-6 Ports

Worksheet 4-7 Port Groups

Workshest 4-8 System Parameters

Workshest 4-9 Network Management Information
Worksheet 4-10 | Network Management Communities
Worksheet 4-11 | Server Configuration

Worksheet 4-12 | Site Configuration

Worksheet 4-13 | Other MestingPlace Servers
Worksheet 4-14 | User Groups

Worksheet 4-15 | User Profiles

Latitude Communications
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Worksheet 4-1 Usage Parameters

Usage parameters establish default values for the parameters that control
basic MeetingPlace operations.

Field Default Value Options Your Value
Security
1. Minprofilepwd length | 6 Numeric-6-to 11.
Change profile pwd 90 Numeric-6-to 3650.
(days)
3. Min user pwd length 5 Numeric-6-to 11.
4. Change user pwd (days) | 90 Numeric-6-to 3650.
5. Min meeting pwd length | O Numericd-to 11.
6. Max profilelogin 3 Numeric-6-to 32767.
attempts
Alarm Handling
7. Call out on major No Yesor No.
alarm?
8. Call out on minor No Yesor No.
alarm?
9. Phone number to call 0 Alphanumeric-6-to 32.
Time Settings
10. 24 hour time? No Yesor No.
Assistance
11. Didl attendant on No Yesor No.
timeout?
Outdial Mtgs
12. # of retry attempts 2 Numeric-6-to 5.
13. Delay between retries 300 Numeric2-to 900.
(sec)
Pager Settings
14. Prefix string Numeric and command

characters (# and *)-6-to0 3.

15. Suffix string Numeric and command
characters (# and *)-6-to 3.

Networ k Shadow Server
16. Shadow attached? No Read-only.

Email/GW Mapping
17. cc:Mail 0 Numeric6-to 4.
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Field Default Value Options Your Value
18. Lotus Notes 0 Numeric-6-to 4.
19. Microsoft Mail 0 Numeric-6-to 4.
20. Microsoft Exchange 0 Numeric-6-to 4.
21. Qualcomm Eudora 0 Numeric-6-to 4.
22. Netscape Messenger 0 Numeric-6-to 4.
23. Other 0 Numeric-6-to 4.

M iscellaneous

24. Minutes before auto Numeric-3-to 65535.
logoff

25. Preserve mute status Yesor No.

Web Conference

26. Datamtg IP address Read-only.

27. CGl path Read-only.

28. CGI name Read-only.

29. HTTP port Read-only.

30. Data conference active? Read-only.

Usage Parameters Fields
1. Min profile pwd length

The minimum number of characters in the password that protects each
person’s telephone access user profile.

Recommended setting is the length of internal telephone extensions.

2. Change profile pwd (days)

How often people must change the passwords that protect their telephone
access user profiles (in number of days).

Follow your company’s general guidelines for similar telecommunications

systems. When this parameter is set to 0, the password must be changed with
each access.

Min user pwd length
The minimum number of characters in each person’s MegtingTime/
M estingPlace Web password.

Follow your company’s general guiddines for similar e-mail and network-
based systems.

Latitude Communications
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4. Change user pwd (days)
How often people must change their M eetingTime/M eetingPlace Web
password (in number of days).

Follow your company’s general guidelines for similar tdecommunications
systems. When this parameter is set to 0, the password must be changed with
each access.

5. Min meeting pwd length
The minimum number of characters in the passwords that protect meetings.

Follow your company’s general guidelines for similar telecommunications
systems.

Note: Thisis an optional password used for securing individual meetings.

6. Max profile login attempts
How many unsuccessful log-on attempts each user is allowed (from the
telephone) before his or her profileis locked by the system.

Follow your company’s general guidelines for similar telecommunications
systems.

WARNING: A deactivated profile must be reactivated by the system
manager before the user can regain access to the profile.

7. Call out on major alarm?

Whether to have MeetingPlace automatically call the system manager if there
is an error condition that affects system operation. Hardware and software
failures and high-temperature conditions are considered major alarm
conditions.

Recommended setting is Yes.

8. Call out on minor alarm?

Whether to have MeetingPlace automatically call the system manager if there
isaminor error condition, such as a trunk malfunction or repeated
unsuccessful attempts to log on.

9. Phone number to call
The telephone number called by the system if an alarm occurs.

The MestingPlace system checks for alarm conditions every 10 minutes. The
system outdials immediately to the Alarm Out Call Phone Number, leaving a
recorded message that an alarm condition has occurred. The system continues
to leave a message every 30 minutes until the alarm has been cleared.
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The following prompt indicates an alarm condition: “Hdlo, thisis the
MestingPlace System. An Error has occurred which requires your attention.”

Recommended setting is the telephone or pager number of the system manager.

24 hour time?

Whether meetings are scheduled using 24-hour time. The alternativeis
12-hour format (AM/PM).

Dial attendant on timeout?

Whether callers are transferred to the attendant if they do not enter a number
at thefirst voice menu.

# of retry attempts

The number of times MeetingPlace attempts to call each person when outdial
iS set to Yes for a meeting.

Delay between retries (sec)
The number of seconds between outdial retries.

Prefix string

A number string required by certain paging services in some counties.
M eetingPlace adds this string to the beginning of all pages. This fied should
remain blank if your users’ paging service does not require a prefix string.

Suffix string

A number string required by certain paging services in some counties.
MesetingPlace will add this string to the end of all pages. Thisfield should
remain blank if your users’ paging service does not require a suffix string.

Shadow attached?
Whether a M eetingPlace shadow network server is attached to your system.

cc:Mail

The MeetingPlace mailbox used for ddivering meeting notifications to cc:Mail
users. This setting should be kept at “0”.

Lotus Notes

The MeetingPlace mailbox used for ddivering meeting notifications to Lotus
Notes users.!

! For organizations with a MeetingPlace for Notes gateway and a MeetingPlace for Outlook gateway both installed,
each gateway needs to use a different mailbox on the MeetingPlace system. To make sure the gateways are not using
the same mailbox, change either the Lotus Notes or Microsoft Exchange field to 2. For more information, refer to
the MeetingPlace for Notes System Manager’ s Guide or the MesetingPlace for Outlook System Manager’ s Guide.
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19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

Microsoft Mail

The MeetingPlace mailbox used for ddivering meeting notifications to
Microsoft Mail users. This setting should be kept at “0".

Microsoft Exchange

The MeetingPlace mailbox used for ddivering meeting notifications to
Microsoft Outlook users.*

Qualcomm Eudora

The MeetingPlace mailbox used for ddlivering meeting notifications to
Qualcomm Eudora users. This setting should be kept at “0".

Netscape Messenger

The MeetingPlace mailbox used for ddlivering meeting notifications to
Netscape Messenger users. This setting should be kept at “0".

Other

The MeetingPlace mailbox used for ddivering meeting notifications to other
types of mail users. This setting should be kept at “0”.

Minutes before auto logoff

The number of minutes the system waits before logging an idle system out of
MestingTime.

Preserve mute status

Whether or not to preserve a speaker’s mute status, during Q& A mestings,
when they are removed from the floor or placed in the waiting room.

Data meeting IP address
The |P address of the MeetingPlace Web data conferencing server.

CGl path
The alias name of the CGI script directory.

CGIl name

The executable name of the CGI script program used to launch a web
conferencing session.

HTTP port
The port number of the MeetingPlace Web server.

Data conference active
The active state of the MeetingPlace Web server.
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Worksheet 4-2 Scheduling Parameters

Meseting scheduling parameters control the meeting schedules at your location,
and the settings determine how many of the conference ports on your system
can bereserved for meetings at onetime.

Field Default Value Options Your Value

Scheduling parameters

1. Max meseting length 240 Numeric35 to 1440.

(min)

2. Max ports per meeting 8 Minimum 2. Maximum
cannot exceed the number of
conference ports purchased
for your system.

Minimum mtg ID length | 4 Numeric4-to 9.
Max adv days to 60 Numeric2-to 330.
schedule
Max agendarecdg (sec) | 60 Numeric42 to 600.
Max mtg name recdg 4 Numeric-6-to 24.
(sec)

7. Max user name recdg 4 Numeric4-to 24.
(sec)

8. Daysuntil mtg stats 60 Numeric-6-to 180.
purged

9. Default meeting type All Speaker All Speaker or Lecture.

10. Enable Resched Recrrng | No Yesor No.

Mtgs?

Immediate meetings

11. # of portsto schedule 4 Minimum 2. Maximum
cannot exceed the number of
conference ports purchased
for your system.

12. Length of mtg (min) 30 Numeric2to 1440.

Meeting ports

13. Mtg start guard time 0 Numeric-6-to 1440.

(min)

14. Mtg end guard time 0 Numeric-6-to 1440.
(min)

15. Mtg ID start guardtime | 30 Numeric-6-to 1440. DID #
(min) or DID/_DDI start DDI #
guard time (min)

16. Mtg ID end guardtime | 30 Numeric-8-to 1440. DID #

Latitude Communications
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Field

(min) or DID/DDI end
guard time (min)

Default Value

Options

Your Value
DDI #

Run-time Parameters

17. Extend meseting (min) 15 Numeric-6-to 60.

18. Early mtg start (min) 10 Numeric-6-to 60.

19. Disconnect empty port 15 Numeric-6-to 30.
(min)

20. Early mtg releasetime 15 Numeric-8-to 30.
(min)

Auto-answer Parameters

21. Mtg controls device No Yesor No.

22. Connected until mtg Yes Yesor No.
ends

M eetingNotes Settings

23. FF/RR playback incrmt | 120 Numeric4-to 3600.
(sec)

24. Max mtg recdg length 240 Numeric-6-to 1440.
(min)

25. Max mtg message 60 Numeric35 to 1800.
length (sec)

26. Max voice comment Numeric35 to 1800.
(sec)

27. Warning at end of Yes Yesor No.
recdg?

28. # of daystoretain 7 Numeric-6-to 60.

Prompt Information

29. End of mtg warning 10 Numeric-6-to 15.
(min)

30. Speak mtg accessnum? | No Read-only.

Svr-Svr Connection

31. Initiate At scheduled start | At scheduled start time or

time When the first person enters.
32. Terminate When mesting When mesting ends or
ends When the last person leaves.

33. Automatic Multi-Svr Yes Yesor No.
Mtgs?

Miscellaneous

34. Max team voice name 24 Numeric-6-to 24.

(sec)
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Default Value Options Your Value

35. Min team number 9 Numeric3-to 19.

length

Scheduling Parameters Fields

1.

Max meeting length (min)

The maximum number of minutes for a meeting. MestingPlace will not allow
people to schedule a meeting for longer than this amount of time.

Consider the length of typical meetings for your company and users.

Max ports per meeting

How many conference ports can be reserved for an individual meeting.
Consider the mesting sizes typically conducted by your company and users.
Minimum mtg ID length

The minimum number of charactersin a meeting ID.

When configuring your system with a minimum meeting ID number less than
4 digits, the system will automatically assign four digit meeting ID numbersto
new meetings when the scheduler does not choose a vanity 1D number.

Max adv days to schedule
How far in advance people are allowed to schedule a meeting.

Recommended setting is 330 days, to accommodate recurring meetings over
the course of afull year.

Max agenda recdg (sec)

The maximum length of a prerecorded agenda in seconds. M eetingPlace will
not allow anyone to record an agenda that is longer than this.

Max mtg name recdg (sec)
The maximum length of a prerecorded meeting name in seconds.

Max user name recdg (sec)
The maximum length of a prerecorded user’s name in seconds.

Days until mtg stats purged
The number of days for which historical meeting data is kept on the system.

Default meeting type
The default for the meeting type: All Speaker or Lecture.

This can be changed by the user on a meeting-by-mesting basis.
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10.

11.

12.

13.

14.

15.

Enable Resched Recrrng Mtgs?

Whether users may reschedule recurring meetings using MeetingTime or the
Web. By sdecting Yes, users may apply the change to a single meeting in the
chain or to all future occurrences of the mesting.

# of ports to schedule

The default for the number of participants (locations) for an immediate
mesting.

This number can be changed by the user at the time of initiating an immediate
mesting.

Length of mtg (min)
The default length of an immediate meeting (in minutes).

This number can be changed by the user at the time of initiating an immediate
mesting.

Mtg start guard time (min)

The number of minutes before the scheduled meeting start time that ports are
reserved for the meeting. M etingPlace automatically adds this advance time
to the requested start time. For example, if this parameter is set to 5 minutes,
and a meeting is scheduled from 8:00 AM to 9:00 AM, the ports are reserved
from 7:55 AM to 9:00 AM. This time accommodates early arrivals to meetings.

Recommended setting is 0, as most users will automatically schedule some
padding into their meetings.

Mtg end guard time (min)

The number of minutes after the scheduled meeting end time that ports will
remain reserved. MegtingPlace adds this post meeting time to the reserved end
time of the meeting. For example, if this parameter is set to 5 minutes, and a
meeting is scheduled from 8:00 AM to 9:00 AM the ports are reserved from
8:00 AM to 9:05 AM. This time accommodates meeting overruns.

Recommended setting is O if you want to ensure that meetings can be
scheduled back-to-back.

Mtg ID start guard time (min) or DID/DDI start guard time (min)

The number of minutes before the scheduled meeting start time that the
associated meeting 1D or DID/DDI number is reserved. This time and the Mtg
ID End Guard Time (described below) control when meeting 1Ds are available
for re-use and when the system will recognize a meeting ID.

When attempting to join a meeting before the Mtg ID Start Guard Time
begins, callers hear the message, “Thisis not a recognized meeting 1D
number.” After the Mtg ID Start Guard Time begins, callers hear the message,
“The meeting has not started.” Recommended setting is 30 minutes.
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Note: To ensure DID/DDI meeting numbers are available for re-use, you
should think about the number of simultaneous conferences to be hed on
your system versus the number of DID/DDI meeting numbers available. If
the two values are rdatively the same size, you should consider setting this
parameter to a shorter number of minutes.

16. Mtg ID end guard time (min) or DID/DDI end guard time (min)

The number of minutes after the scheduled meeting end time that the
associated meeting 1D or DID/DDI number is reserved and when the system
will recognize a mesting ID.

If usersjoin a meeting during the Mtg ID End Guard Time period, they hear
the message, “The meeting has ended.” After the Mtg ID End Guard Time
period, they hear the message, “Thisis not a recognized meeting 1D number.

Recommended setting is 30 minutes.

17. Extend Meeting (min)

The number of minutes that a meeting is extended if the time runs over and
ports are available. Callers will receive a warning notifying them that the
meseting is scheduled to end but they can extend the meeting as long as ports
areavailable

Recommended setting is 15 minutes.

Note: If ameeting is not extended because all ports arein use, callers will
hear the message, “This meeting will end in 2 minutes.”

18. Early mtg start (min)

The maximum time before the scheduled meeting start time that early arrivals
can enter the meeting. This timeis added to the Mtg Start Guard Time. For
example, if the meeting start timeis 9:00 AM, the Early Mtg Start Minutesis
15 minutes, and the Mtg Start Guard Timeis 15 minutes, and ports are
available, callers can enter the meeting at 8:30 AM.

Recommended setting is 15 minutes.

19. Disconnect empty port (min)

The number of minutes that reserved ports are held after everyone hangs up,
even though the scheduled meeting end time has not arrived. Thistimeis
provided to account for longer meetings where people might want to take a
break and return to the mesting.

Recommended setting is 15 minutes or longer.
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20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

Early mtg release time (min)

The number of minutes before the scheduled meeting end time that ports will
bereleased, if not in use. For example, if a meeting is scheduled from 8:00 AM
to 9:30 AM, the Early Mtg Release Time Minutes is set to 15, and everyone
hangs up from the meeting at 8:30 AM, the ports will be released at 9:15 AM.

Recommended setting is 15 minutes.

Mtg controls device
Whether the mesting is the controller of the auto-answer device.

This parameter is for use with auto-answer device applications.

Connected until mtg ends

Whether the auto-answer device remains connected until the meeting is over.
When set to Yes, the disconnect timeout value is the same as the Disconnect
empty port (min). When set to No, the disconnect timeout valueis 0.

FF/RR playback incrmt (sec)
The number of seconds M eetingPlace fast-forwards or rewinds when a user
presses 1 or 3 while listening to a meeting recording over the phone.

Max mtg recdg length (min)
The maximum recording time in minutes allowed per mesting.

Recommended setting is the same as the maximum meeting length parameter.

Max mtg message length (sec)
The maximum length of a prerecorded single meeting message in seconds.

Max voice comment (sec)
The maximum length of a voice comment in seconds.

Warning at end of recdg?

Whether attendees hear a warning informing them that the meeting recording
is about to end. When set to No, callers will still hear the final 2-minute
warning.

# of days to retain

The number of days after a meeting for which recordings are stored.

End of mtg warning (min)

The number of minutes before the scheduled meeting end time when the end-
of-meseting warning will be issued.
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32.

33.

34.

35.
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Speak mtg access num?
Whether users scheduling a meeting from the telephone will hear the telephone
access number to inform them where their meeting has been scheduled.

When this parameter is set to No, users will only hear the telephone access
number for meetings that are scheduled on a server other than their scheduling
home server.

Initiate

Determines when the primary MeetingPlace server establishes its connection
to the secondary MeetingPlace servers in a multiserver meeting.

Terminate

Determines when the primary MeetingPlace server terminates its connection to
the secondary MeetingPlace servers in a multiserver meeting.

Automatic Multi-Svr Mtgs?

Determines whether or not the user will have access to automatic multiserver
mestings.

Max team voice name (sec)

The maximum length of a team namein seconds.

Min team number length
The minimum number of charactersin ateam ID.
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Worksheet 4-3 Company Information

Site information records information that describes your company, such as
your company name, address, and the names and telephone numbers for
people who will be the primary contacts for MegtingPlace service
representatives, as well as whom you should call when you need help with
MestingPlace.

Field
Siteinfo

Default Value

Options

Your Value

1. Company name

Alphanumeric6-to 63.

2. Addressl
Address2
Address3
Addres4

Alphanumeric6-to 63.
Alphanumeric-6-to 63.
Alphanumeric6-to 63.
Alphanumeric-6-to 63.

3. System SW version

Predefined

Thisfield cannot be
changed.

.

4. Languagel
Language2
Language3
Languaged

Thisfield cannot be
changed.

Contact info

5. MestingPlace system

Alphanumeric6-to 63.

mgr

6. Phone number Alphanumeric6-to 17.
7. Alt phone number Alphanumeric6-to 17.
8. Teecom mgr Alphanumeric6-to 17.
9. Phone number Alphanumeric6-to 17.

10. Alt phone number

Alphanumeric6-to 17.

11. Information services
mgr

Alphanumeric6-to 17.

12. Phone number

Alphanumeric6-to 17.

13. Alt phone number

Alphanumeric6-to 17.

Vendor info

14. Support phone number

Alphanumeric6-to 17.

15. Sales phone number

Alphanumeric6-to 17.

16. Service contract number

Alphanumeric6-to 17.
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Field Default Value Options Your Value
Custom notif text
17. How to attend meeting Alphanumeric6-to 499.
18. How to access Alphanumeric-8-to 499.
MeetingNotes
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Company Information Fields

1.

10.

11.

12.

Company name

The name of your company. Thisfidd is used for identifying your company on
the MestingPlace Fax Gateway cover sheet.

. Address lines (1-4)

Your company’s address.

System SW version

M eetingPlace software version number. Default information shipped with your
M estingPlace system.

. Language (1-4)

The languages installed with your M egtingPlace system.

MeetingPlace system mgr

The name of the person on-site who will be the primary contact for
M estingPlace service representatives.

Phone number
The phone number to call to reach the MeetingPlace system manager.

. Alt phone number

An alternate number, usually a pager or fax number, at which to reach the
M eetingPlace system manager.

Telecom mgr

The name of the person who will be the telecommunications (telecom) contact
for MeetingPlace service representatives.

Phone number
The phone number to call to reach the MeetingPlace Telecom Manager.

Alt phone number

An alternate number, usually a pager or fax number, at which to reach the
M estingPlace Telecom Manager.

Information services mgr

The name of the person who will be the Information Services (1S) contact for
M estingPlace service representatives.

Phone number
The phone number to call to reach the MeetingPlace |S Manager.
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15.

16.

17.

18.
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Alt phone number

An alternate number, usually a pager or fax number, at which to reach the
MestingPlace IS Manager.

Support phone number

The number you use to call MeetingPlace support people. Provided by your
M estingPlace support representative.

Sales phone number

The humber you useto call for MeetingPlace sales information. Provided by
your MegtingPlace support representative.

Service contract number
Information provided for you by your MestingPlace service representative.

How to attend meeting

Detailed information, provided by you, describing how to attend meetings.
This information appears in e-mail notifications and on the M eetingPlace Fax
Gateway cover sheet.

A sample message might be, “Welcome to [ Your Company’s Name]
M eetingPlace conference server. To attend a conferences on the system, please
dial the main number and follow the voice prompts.”

How to access MeetingNotes

Detailed information, provided by you, describing how to access recorded
mestings in MeetingNotes. This information appears in e-mail notifications
and on the MedtingPlace Fax Gateway cover sheet.

A sample message might be, “The MeetingNotes feature of the MeetingPlace
system enables participants to optionally record meetings, leave voice
comments about a meeting, or attach relevant meeting materials. To access
MeetingNotes over the phone, call the main number and select option 3.”
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Worksheet 4-4 Flex Fields

Flex fields allow you to design specific fields for meetings that can be
customized to your own business needs.

Field Default Value Options Your Value
1. Active? Yesor No.
2. Title Alphanumeric-6-to 31.
3. Type Text, Number, Date, or
Yes/No.
4. Import title Alphanumeric-6-to 31.
Protection level Invisibleto users
Read only to users
Editable by users.
6. Usesdatafrom profile? Yesor No.
Flex Fields
1. Active?
Whether this flex fidd is active.
If thisfield is set to Yes, then the fidld is displayed in the MeetingTime profiles
window and a value can be entered for it.
2. Title
Thetitle that is displayed in the corresponding MeetingTime window for this
flex fidd.
3. Type
Thetype of information the flex field represents; text, number, yes/no, or date.
4. Import title
Thefidd title used when importing raw profile report information containing
flex fidd data.
5. Protection level

The access that end users have to this flex fidd: invisible, read-only, or
editable. This parameter is useful when defining a flex fidd for attributes such
as hilling codes that you don't want end users to override.

Note: Flex field values are always visible to system managersin the
Configure Profiles and Groups windows.
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If accessisinvisible, end users cannot see the flex fidld. If access is read-only,
end users can seeg, but not edit, the flex fidd value. If accessis editable, end
users can both see and edit the flex fidd value.

6. Uses data from profile?
Whether this flex field is used for profile purposes.

Note: Thefirst threeflex fidds are for profile use, and the last three flex
fields are for meeting-specific use.
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Worksheet 4-5 Telephony Access

Tdephony access information describes how M eetingPlace accesses your

telephone network.
Field Default Value Options Your Value
General Information
Server number Predefined Numeric-6-to 8.

Main phone number

Alphanumeric6-to 32.

1st alternate ph number

Alphanumeric6-to 32.

Labe for notifications

Alphanumeric6-to 31.

2nd alternate ph number

Alphanumeric6-to 32.

Labe for notifications

Alphanumeric6-to 31.

3rd alternate ph number

Alphanumeric6-to 32.

WIN|[o|O AW IN|E

Labe for notifications

Alphanumeric6-to 31.

Note: L

table.

Note: If you are not using Direct Inward Dial (DID/DDI) skip therest of this

9. DID start number

Alphanumeric-6-to 20.

10. Number of DID/DDI 0 Numeric-8; or 2 to 6.
digits

11. DID/DDI block size 0 Numeric-8; or a number
indicating the total range of
DID/DDI digitsin use.
Usually a multiple of 100
(such as 100, 200, 400).

DID/DDI Assignments Type, Start, Size

12. Accessrange 1: B %K) | AccessType:

00ESS . DID None, DID/DDI Mesting,
13 A range 2: E@ MeetingNotes, Profile, or
14. Accessrange 3: B‘DT Combined.

15. Accessrange 4.
16. Accessrange5:
17. Accessrange 6:
18. Accessrange 7:
19. Accessrange 8:
20. Accessrange9:
21. Accessrange 10:

Starting Number :
Numeric6-to 15.

DID/DDI Block Size:
Numeric8; or a number
indicating the total range of
DID/DDI digitsin use.
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Telephony Access Fields

1.

Server number
A predefined number, from O to 8, that identifies the server.

Based on the configuration of your MeetingPlace system, you may have a
single conference server, or a network server and multiple conference servers.
In a MestingPlace networked system configuration, the network server is
always defined as server number 0, and the conference servers are numbered
1-8. On a standalone system, the server number is always 0.

Main phone number

The main tephone number at the beginning of the range, or the combined
access humber.

Each conference server on a MeetingPlace networked system must have a
different telegphone number. This number is used to direct callers to the correct
conference server.

Assigned by the phone service provider or your company’s telephony network
administrator.

. 1st alternate number

If your MegtingPlace server has multiple phone numbers (such as a toll-free 1-
800 number as well as alocal phone number), you can enter these numbersin
the alternate number fields. These phone numbers will appear to usersin
future versions of the e-mail and fax notifications.

. Label for notifications

Use this field to describe what the 1st alternate phone number is, such as a
toll-free number or alocal humber. This labd will appear to usersin future
versions of the email and fax notifications.

. 2nd alternate number

If your MestingPlace system has more than one alternate phone number, enter
the second alternate number in this fied.

. Label for notification

Used to describe the 2nd alternate M eetingPlace number in the e-mail and fax
notifications.

. 3rd alternate number

If your MeetingPlace system has more than two alternate phone numbers,
enter the third alternate number in thisfied.

. Label for notification

Used to describe the 3rd alternate M eetingPlace number in the e-mail and fax
notifications.
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10.

11.

12.

. DID start number

Determines where the range of DID/DDI digits in use begins.

Number of DID/DDI digits
A number that defines how many digits the system receives.

Assigned by the phone service provider or by your company’s telephony
network administrator.

DID/DDI block size
Total range of DID/DDI digitsin use.

Assigned by the phone service provider or your company’s telephony network
administrator.

Access range 1 through 10 (Type, Start, Size)

The blocks of DID/DDI numbers and the access type assigned to each block.
You can create up to 10 blocks of numbers. The possible access types are
DID/DDI Mesting, MestingNotes, Profile, and Combined Access. When
dialed, the DID/DDI number will provide direct access to a meeting,
MeetingNotes, praofile, or combined access.

We recommend one DID/DDI number assigned to each type of access—
mesting, MectingNotes, profile, and combined access. The remaining blocks
of numbers can be set for meseting IDs.
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The Ports parameters define what access type to assign to each port that
connects MeetingPlace to the telephone network.

Field Default Value Options Your Value

Port Infor mation

1. Server number Predefined Numeric-6-to 8.

2. 1D number Predefined Numeric-6-to 119.

3. SpanlID Predefined Numeric-6-to 4. Value of

(Digital trunks only) -1if port is not configured.

4. CadID Predefined Numeric-6-to 4. Value of
-1if port is not configured.

5. Port group ID Numeric-8-through 255.
Use -1 if the port does not
belong to any port group.

6. Usegroup defaults? Yes Yesor No.

Port Characteristics

Note: When Use Group Defaults is set to “yes,” the remainder of the fields
are retrieved from the group profile and become read only.

7. Active? Yes Yesor No.
8. Provider Alphanumeric6-to 17.
9. CircuitID Alphanumeric6-to 17.
10. Card type Based on system | T1, E1, Analog, or L= [2 <
configuration None (unassigned). T1, Analog, or None
N2
S — ]
E1-BPNSS/Euro-
ISDN/CAS
11. Signaling protocol Based on system | Loop Start, Ground Start, L= [2 <
configuration Wink Start, Immediate Start, | Loop, Ground, Wink,
Direct Inward Dial, or Clear | Immediate start, DID
Channd, or Any E1. or Clear Channel
N7
S — ]
E1-BPNSS/Euro-
ISDN/CAS
12. # of DID/DDI digits 4 Numeric6; or 2to 6.

expected

Latitude Communications
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Field

13. Mtg ID for direct mtg
access (Digital) or

Default Value

Options

Meeting ID number based on

your Minimum mtg ID

Your Value

Default digits for system length parameters.
(Analog)

14. Default accesstype Combined DID/DDI Mesting,
MeetingNotes, Profile,
Combined Access or Flex
Menu identifier.

15. Language English (USA) No Language, English
(USA), and any additional
languages installed.

16. Human assistance? No Yesor No.

17. Fash transfer? No Yesor No.

(Analog only)
18. Qutdial? Yes Yesor No.
Ports Fields

1. Server number

A predefined number, from O to 8, that identifies the server.

Based on the configuration of your MeetingPlace system, you may have a

single conference server, or a network server and multiple conference servers.

In a MestingPlace networked system configuration the network server is
always defined as server number 0, and the conference servers are numbered

1-8. On a standalone system, the server number is always 0.

2. ID number

A predefined number, from O to 119, that identifies the port.

3. Span ID

For digital trunks, a number from O to 4 used to identify the individual digital
gpan that controls this port (TL/EL only). This number is predefined, and will
beavalue of -1 if not configured.

4. Card ID

A number from O to 4 that identifies which card controls this port. This
number is predefined, and will be avalue of -1 if not configured.

5. Port group ID

The number that identifies the port group to which this port belongs. If you
assign this port to a port group, the group configuration parameters can be
used if the Use group defaults fidd is set to Yes.
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12.

13.
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Use-1 if the port does not belong to a port group. If you assign individual
ports to a port group, you can minimize port configuration data entry. The
individual port picks up the configuration information of the port group you
assignit to.

Use group defaults?

Whether to use the Port Group default settings.

With this fidd set to Yes, the remaining field values are retrieved from the
group profile and become read-only.

Port active?
Whether this port can be used right now.

You may want to configure ports now for future use. You may choose to
inactivate port groups during servicing.

Provider
An abbreviation that identifies the service provider.

. Circuit ID

A number assigned by the circuit provider that identifies the circuit.

Card type
Whether this port is digital (TL/EL), analog (U.S. Only), or unassigned.

Signaling protocol

The signaling type used by this trunk. (U.S./Canada)
For E1 trunks, the signaling is configured on a per-card basis. (U.K.)

# of DID/DDI digits expected
The number of digits sent by the PBX or network.

Mtg ID for direct mtg access or default digits for system
The meseting that callers to this port will attend when DID/DDI digits = “0”
and the default access typeis DID/DDI Mesting.

Use the meeting 1D or DID/DDI number of the meeting in which you want
callers placed.

Default access type

The MeetingPlace access type applicable to this port in the absence of dialed
number information.

Your choice depends on the access level you want users to have on these ports,
and whether you wish to use the flex menu feature to provide customized
access to MestingPlace.
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15.

16.

17.

18.

Language
The language configured for this port. Possible values are the languages that
have been installed on your MestingPlace system.

Human assistance?

When someone in a meeting needs help, MeetingPlace uses another port to
connect that person (via a call transfer) to a contact or attendant. The valuein
this field determines whether this port can be used to reach assistance during a
mesting.

Set this fidld to Yes, assuming an individual who can provide assistance to
users can be reached on this port by using a flash transfer.

Flash transfer? (Analog only)

Whether these ports initiate a call transfer by using a hook flash. Available
only for analog lines. (U.S. Only)

Outdial?
Whether these ports can be used for outgoing calls.

Recommended setting is Yes.
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Organizing portsinto groups is a convenient way of configuring multiple ports
at onetime.

Field

Group Information

Default Value

Options

Your Value

1. 1D number Numeric-6-to 31.
Group Characteristics
2. Active? Yes Yesor No.
3. Provider Alphanumeric. 0 to 32.
4. Circuit ID Assigned by the circuit
provider.
5. Card type Based on system | T1, E1, Analog, or L= [2 o
configuration None (unassigned). T1, Analog, or None
N2
S —t
E1-BPNSS/Euro-
ISDN/CAS
6. Signaling protocol Based on system | Loop Start, Ground Start, L= [2 o
configuration Wink Start, Immediate Start, | Loop, Ground, Wink,
Direct Inward Dial, or Clear | Immediate start, DID
Channd, or Any E1. or Clear Channel
N2
S —t
E1-BPNSS/Euro-
ISDN/CAS
7. #of DID/DDI digits 4 Numeric6; or 2to 6.
expected
8. Mtg ID for direct mtg Meeting ID number based on
access or Default digits your Minimum mtg 1D
for system length (min) parameters.
9. Default accesstype Combined DID/DDI Mesting,
MeetingNotes, Profile, or
Combined Access, Loop
Through Transfer.
10. Language English (USA) English (USA) plus any
additional languages
installed
11. Human assistance? No Yesor No.
12. Fash transfer? No Yesor No.
13. Qutdia? Yes Yesor No.
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Port Groups Fields

1.

ID Number
A number from 0 to 31 that identifies this port group. This number is
predefined.

Assign every line coming into MeetingPlace to a port group.

Port Active?
Whether to use this port group definition. You may want to define port groups
now for later use.

Most likely, port groups are always active. You may wish to make port groups
inactive during servicing.

Provider
An abbreviation that identifies the service provider.

. Circuit ID

A number assigned by the circuit provider that identifies the circuit.

Card type

Whether this trunk isadigital T1 or analog trunk (U.S. Only), or unassigned.
E1 with DPNSS, Eurol SDN, or CAS signaling.

Signaling protocol

The signaling type used by this trunk. (U.S./Canada)
For E1 trunks, the signaling is configured on a per-card basis. (UK)

. # of DID/DDI digits expected

The number of digits sent by the PBX or network.

Mtg ID for direct mtg access or Default digits for system
The meeting that callers to this port will attend when DID digits = 0 and the
default access typeis DID/DDI Mesting.

Use the meeting 1D or DID/DDI number of the meeting in which you want
callers to be placed.

Default access type

The MeetingPlace access type that is applicable to all portsin the group in the
absence of dialed number information.

Your choice depends on the access level you want users to have on these ports.

If you have purchased the MeetingPlace Flex Menu Option, you can also set the
M eetingPlace access type to a Flex Menu application.
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10. Language

The language sdlected for the port group. Possible values are the languages
that have been installed on your MeetingPlace system.

11. Human assistance?

When someone in a meeting needs help, MeetingPlace uses another port to
connect that person (via a call transfer) to an attendant. The valuein this field
determines whether the ports in this group can be used to reach assistance
during a meeting.

Set this field to Yes, assuming that an individual who can provide assistance to
users can be reached on this port group.

12. Flash transfer?
Whether these portsinitiate a call transfer by using a hook flash.

Available only for analog lines. Your telephony network provider can provide
this answer.

13. OQutdial?
Whether these ports can be used for outgoing calls.

A port must belong to a port group to be used for outdial.

Latitude Communications MeetingPlace Installation Planning Guide



4-48 Chapter 4 Database Planning

Worksheet 4-8 System Parameters

The System Parameters window defines whether you are using DID/DDI
meeting access. Additionally, to eiminate clock drift on your MestingPlace
system you can enter the network address of an NTP (network time protocol)
server from this window.

Default Value Options Your Value

1. Allow vanity mtg IDs? Yes Yesor No.
DID Settings
2. DID/DDI mesting No Yesor No.

access?
3. UseDID for routing No Yesor No.

only?
NTP Server
4. Address1 0.0.0.0 Dotted decimal format.
5. Address2 0.0.0.0 Dotted decimal format.
6. Address3 0.0.0.0 Dotted decimal format.

System Parameters Fields

1. Allow vanity mtg IDs?

Whether users are allowed to assign their own meeting I Ds to the meetings
they schedule. System managers will always be able to assign vanity meeting
IDs no matter how this parameter is set.

If your system s configured for DID access, use this parameter when you
have set the “DID/DDI meeting access’ parameter to Yes and you want users
to be able to assign vanity meeting IDs to DID meetings.

| 8 Tip: If you want to prevent users from assigning common

'%.,T\p meeting | Ds (such as 1234), set this parameter to No and

\ MestingPlace will automatically assign a randomly generated ID
to all meetings that are scheduled. Even though vanity meeting
IDs makeit easy for users to identify a meeting, they also makeit
easier for other users to gain unauthorized access to mestings if a
common ID has been assigned.

2. DID/DDI meeting access?
Whether MeetingPlace receives Direct Inward Dial number (DID/DDI)
information.

Your configuration choices depend on the trunking configuration that you
sdlect for MedtingPlace.
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3. Use DID for routing only?
Determines whether the DID number is used only to route calls to various
applications. Use this parameter when you have set the “DID/DDI mesting
access parameter” to Yes and you want a DID number to route directly to a
specific MeetingPlace application.

4. Address 1
The IP address of an NTP host.

5. Address 2
The IP address of an alternate NTP host.

6. Address 3
The IP address of an alternate NTP host.

Note: Alternate NTP hosts are available in the case that one or more of the
NTP serversis down or inaccessible. Also, if all three hosts are accessible,
and one of them is inconsistent, then the inconsistent one will be ignored.
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Worksheet 4-9 Network Management Information

Network Management Information controls high-level accessto the
M esetingPlace SNM P module and allows MeetingPlace to exchange SNMP
data with the rest of your network.

Field Default Value Option Your Value
1. Port number Port 161. Numeric-Yse default value.
2. System contact System contact Alphanumeric2-to 256.
unknown
3. System location System contact Alphanumeric-2to 256.
unknown

Network Management Information Fields

1.

Port number

UDP port on which MestingPlace will listen for incoming SNM P messages.

Recommend using the default value (Port 161) unless you know that your
network management software uses a different port number.

. System contact

The SNMP MIB Il system contact.

This value can be set through your SNM P management workstation.

System location

The SNMP MIB |l system location.

This value can be set through your SNM P management workstation.
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5 Installation Activities

You and your MesetingPlace support representative perform a number of
different activities to install MeetingPlace. The table that follows summarizes
these activities and indicates who is responsible for each one. A representative
from customer support installs the hardware, connects it, and helps you with
the software.

Before You Start

IMPORTANT SAFETY INSTRUCTIONS. SAVE
THESE INSTRUCTIONS AND REQUIREMENTS.

Never install telephone wiring during a lightning storm.

Never install atelephonejack in a wet location unless the jack
is specifically designed for wet locations.

Never touch uninsulated telephone wires or terminals unless
the telephone line has been disconnected at the network
interface.

Use caution when installing or modifying telephone lines.

High leakage current-earth connection essential before
connecting supply.

Supplemental earth grounding is required for MeetingPlace
systems that utilize analog trunking.

Note: L Refer to Chapter 3, Telephony and LAN Planning for important
safety instructions and requirements for digital and analog
trunking. Save these instructions and requirements.
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Who Installs MeetingPlace

Table 5-1 lists the people responsible for the various installation activities.

Table 5-1 Individuals Responsible for Installing the MeetingPlace System

Activity Description Who?
Take delivery of MeetingPlace arrivesin specialized Youl.
MeetingPlace shipping boxes. Store them in the room

in which the system will beinstalled
until they can be unpacked.
Unpack the system | Uncrate equipment, and check for MeetingPlace
damage. support
representative.
Connect the system | Cable the MeetingPlace platformtothe | MeetingPlace
telephone and the LAN. Plug in the support
platform, and power it on. representative.
Enter hardware Use the telephony worksheets to MeetingPlace
configuration configure the trunks. support
representative.
Test trunk Test the trunks for proper operation. MeetingPlace
connections Ensure that the telephone connection is | support
working properly. representative.
Install modem line | Connect the modem lineto the platform, | MeetingPlace
and test it. support
representative.
Review equipment Make sure you are familiar with the Y ou and your
and connectivity equipment and how everything is MesetingPlace
connected. support
representative.
Load MeetingTime | Load the MeetingTime system Y ou and your
software management software onto a LAN MeetingPlace
server or an individual workstation. support
representative.
Begin populating Review the information on the Y ou and your
the database worksheets, and enter the system MeetingPlace
configuration and company-specific support
information. Enter your user profile. representative.
Verify the Call MeetingPlace and schedule a Y ou and your
installation meeting. Then attend it. MesetingPlace
support
representative.
Test alarm outdial Generate an alarm condition on MeetingPlace
MeetingPlace to verify alarm outdial. support
representative.

MeetingPlace Installation Planning Guide

Latitude Communications



Activity

Create additional
user profiles
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Description

Enter the remaining user profile
information. If you have created an
import file, load it.

Who?

Y ou and your
MesetingPlace
support
representative.

Schedule training

The customer support representative
trains the end users, contacts and
attendants.

Y ou and your
MesetingPlace
support
representative.

Schedule follow-up
cals

The customer support representative
expects to hold one or more conference
calls with you to answer the questions
you may have after you have used the
system more extensively.

Y ou and your
MesetingPlace
support
representative.

The Next Step

Now that you know what happens during installation, you can begin to map
out your strategy for introducing MestingPlace to the rest of your company.

Latitude Communications
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6 Introducing MeetingPlace to
Your Company

The MeetingPlace system includes materials that you can use to present

M eetingPlace to the employees at your company, and materials that support
employees while they are using the system. This chapter describes these
materials. If someone other than you is responsible for introducing
MestingPlace to your company, give that person the information in this
chapter. Use the worksheet provided in Appendix B to help you plan for the
training and rollout of MeetingPlace.

Presenting MeetingPlace to the User Community

To help present MeetingPlace to the people in your company, one of theitems
delivered with the system is a Rollout Planning Guide. This kit introduces

M eetingPlace and acquaints people with the system’s features. The kit
includes the following:

o Aset of overhead dides—These dectronic files can be used in
presentations to introduce your users to MesetingPlace.

¢ A sample employee newsletter article—The sample article describes
M eetingPlace and suggests some additional applications for the
M eetingPlace audio conferencing capabilities. If your company does not
have an employee newsdletter, you may want to distribute the article through
interoffice mail.

e Sample e-mail and voice-mail messages—Send these messages during
installation to let people know when they can start using the system, and
after installation to remind people that the system is available for
conferences. The sample e-mail messages contain user tips designed to help
people get started scheduling and attending meetings.

o Sampleintranet WebPages—Post these pages on your IS departments
intranet site to disseminate information about using MeetingPlace in your
organization.
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Helping People Use MeetingPlace

The documentation delivered with MeetingPlace includes quick reference
cards, wallet cards, and online help. All of the documentation describes how to
invoke the various M eetingPlace functions. In addition, the Getting Started
Guideincludes overview information to help users understand more about the
M estingPlace system.

There is MeetingPlace documentation for you and for end users, contacts, and
attendants.

For you, thereis a MeetingPlace System Manager's Guide that describes how
to manage, administer and troubleshoot the M eetingPlace system. You receive
the MeetingPlace System Manager’s Guide when your M eetingPlace support
representative unpacks the system.

For end users, contacts, and attendants, there are reference cards, wallet cards,
and user guides. Distribute this documentation at the end-user and
contact/attendant training sessions.

The number of portsin your system determines the quantity of documentation
you receive. You should have plenty of documentation for everyone. If you
need more, however, contact your M egtingPlace support representative.

Learning to Use MeetingPlace

Your MeetingPlace support representative helps train the trainer who trains
everyone who uses MestingPlace.

e During installation, the customer support representative helps you, the
system manager, become familiar with all of the system components and
with using MeetingTime. Follow-up calls answer usage questions and
provide additional training.

e Oncethe systemis ready for other peopleto use, the MegtingPlace support
representative trains the contacts and attendants. These training sessions
usually last between 30 minutes and 1 hour.

e The customer support representative provides you with a module for
training the end users. You or someone else can then use the module as

appropriate.
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Worksheet 6-1 MeetingPlace Training and Rollout

Action

1. Introducethe

Description

Send announcements' (via voice mail,

Notes

6-3

MesetingPlace e-mail, or memo) introducing the
System MeetingPlace system.
2. Schedule Determine dates and time for training

Training Classes

classes. Schedule classes (as required)
for each user type:
e  System manager

(estimated training time: 2 hours)
e Contact/Attendant

(estimated training time: 1.5 hour)

e EndUser
(estimated training time: 1 hour)

3. ClassLocation

Reserve an appropriately sized meeting
or training room with:

e Overhead projector

e Telephone ableto generate DTMF

e  Computer with MeetingTime
software (optional)

4. Training
Materials

Decide how training materialswill be

distributed to the user community:

e Provide material in each training
class; or

e Distribute material prior to training
(through intercompany mail)

5. Introduce the

Send announcements' (via voice mail,

MesetingPlace e-mail, or memo) describing features
Features available to MeetingPlace users.

6. Ingal Decide how to distribute MeetingTime
MesetingTime desktop software to users:
Software

e  Work with your IS Manager to
setup a shared network install
directory; or

e |ngtal individually on each user’s
workstation

7. Updating the
User Database

Define a process for adding and
deleting User Profiles from the
MeetingPlace system.?

! Refer to the Application Rollout Kit for sample announcements.

2 Refer to Appendix B for a sample form.

Latitude Communications

MeetingPlace Installation Planning Guide



6-4 Chapter 6 Introducing MeetingPlace to Your Company

The Next Step

Congratulations! You're on your way to more effective conferences with
MestingPlace. Now that you know more about M eetingPlace and what is
required to prepare for and install the system, your next step is simply to get
started. Your MeetingPlace support representativeis standing by to provide
you with additional information and guidance.
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In this appendix, you'll find the Time Zone Import Codes sdlection as found in
the MestingTime Configure tab. Use these codes to show the numeric values
of time zones when creating a file for importing user profile information.

There are 319 time zones to accommodate the rules of each country and
region. MestingPlace supports all of these time zones so users do not have to
account for time zone differences. For example, if you have a system in New
York and users in Chicago and L ondon, each user can interact with the system
using his’her own local time.

Factory

Localtime
Africa/Abidjan
AfricalAccra
AfricalAddis_Ababa
AfricalAlgiers
AfricalAsmera
Africa/lBamako
Africa/Bangui
Africa/Banjul
Africa/Bissau
Africa/Blantyre
Africa/Brazzaville
Africa/lBujumbura
Africa/lCairo
Africa/Casablanca
Africa/lConakry
Africa/Dakar
AfricalDar_es Salaam
Africa/Djibouti
Africa/lDouala
Africa/Fregtown
Africa/lGaborone
AfricalHarare
Africa/Johannesburg

AfricalKampala
America/Guatemala

26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50

51
114

AfricalK hartoum
AfricalKigali
Africa/Kinshasa
AfricallLagos
Africa/Libreville
AfricalLome
Africa/Luanda
Africa/lLubumbashi
Africa/llLusaka
AfricalMaabo
AfricalMaputo
AfricalMaseru
AfricalMbabane
Africa/lMogadishu
AfricalMonrovia
Africa/Nairobi
Africa/Ndjamena
Africa/Niamey
Africa/Nouakchott
Africa/Ouagadougou
Africa/Porto-Novo
AfricalSao_Tome
Africa/Timbuktu
AfricalTripoli
Africa/Tunis

Africa/Windhoek
AmericalSt_Kitts

52
53
54
55
56
57
58
59
60
61
62
63
64
65
66
67
68
69
70
71
72
73
74
75
76
77

America/Anchorage
America/Anguilla
America/Antigua
Americal/Asuncion
America/Adak
America/Barbados
America/Bdize
America/Bogota
America/Buenos_Aires
America/Caracas
America/Cayenne
America/Cayman
America/Chicago
America/Costa_Rica
America/Curacao
America/Denver
America/Detroit
America/lDominica
America/Edmonton
America/El_Salvador
America/Ensenada
America/lFort_Wayne
America/Godthab
America/Grand_Turk
America/Grenada
America/Guade oupe

150 Asia/Karachi
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79
80
81
82
83

85
86
87
88
89
90
91
92
93
94
95
96
97
98
99
100
101
102
103
104
105
106
107
108
109
110
111
112
113
186
187

Appendix A Time Zone Import Codes

America/Guayaquil
America/Guyana
America/Halifax
America/lHavana
AmericalJamaica
AmericalKnox_IN
America/lLa Paz
America/lLima
America/Los Angees
AmericalManagua
AmericalManaus
AmericalMartinique
America/lMazatlan
AmericalMexico_City
AmericalMiquelon
America/Montevideo
America/Montreal
AmericalMontserrat
America/Nassau
America/lNavgjo
America/lNew_York
America/Noronha
America/Panama
America/Paramaribo
America/Phoenix
Americal/Port-au-Prince
America/Port_of Spain
America/Porto_Acre
America/Puerto_Rico
America/Regina
Americal/Santiago

America/Santo_Domingo

America/Sao_Paulo
Americal/Scoresbysund
America/St_Johns
Atlantic/Canary
Atlantic/Cape Verde

115
116
117
118
119
120
121
122
123
124
125
126
127
128
129
130
131
132
133
134
135
136
137
138
139
140
141
142
143
144
145
146
147
148
149
222
223

America/St_Lucia
America/St_Vincent
America/Tegucigal pa
America/Thule
AmericalTijuana
AmericalVancouver
AmericalVirgin_Is
America/Whitehorse
America/Winnipeg
Asia’/Aden
Asia/Alma-Ata
AsiadAmman
Asia/Anadyr
Asia/Ashkhabad
Asia/Baghdad
Asia/Bahrain
Asia/Baku
Asia/Bangkok
Asia/Berut
Asia/Brunei
Asia/Calcutta
Asia/Colombo
Asia/Dacca
Asia/lDamascus
Asia/Dubai
Asia/Dushanbe
Asia/Bishkek
AsialGaza
AsialHong_Kong
Asiallrkutsk
Asia/lstanbul
Asia/Jakarta
AsialJayapura
Asia/Kabul
Asia/lKamchatka
Europe/London
Europe/L uxembourg

151
152
153
154
155
156
157
158
159
160
161
162
163
164
165
166
167
168
169
170
171
172
173
174
175
176
177
178
179
180
181
182
183
184
185
258
259

Asia/lKatmandu
Asia’lKuala_Lumpur
Asia/Kuwait
Asia/Macao
Asia/Magadan
Asia/lManila
Asia/lMuscat
Asia/Nicosia
Asia/Novosibirsk
Asia/lOmsk
Asia/Phnom_Penh
Asia/Pyongyang
Asia/Qatar
Asia/Rangoon
Asia/Riyadh
Asia/lSaigon
Asia/Seoul
Asia/Shanghai
AsialSingapore
AsialYekaterinburg
AsialTaipe
Asia/Tashkent
AsialThilisi
Asia/Tehran
Asia/Td_Aviv
Asia’Thimbu
Asia/Tokyo
Asia/Ujung_Pandang
Asia/lUlan_Bator
Asia/Vientiane
AsialVladivostok
AsialYakutsk
AsialYerevan
Atlantic/Azores
Atlantic/Bermuda
GMT+7

GMT+8
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188
189
190
191
192
193
194
195
196
197
198
199
200
201
202
203
204
205
206
207
208
209
210
211
212
213
214
215
216
217
218
219
220
221
294
295
296

Atlantic/Faeroe
Atlantic/Madeira
Atlantic/Reykjavik
Atlantic/South_Georgia
Atlantic/St_Helena
Atlantic/Stanley
Australia/Addaide
Australia/Brisbane
Australia/Broken_Hill
Australia/lDarwin
Australia/Hobart
Australia’/lLord_Howe
Australia/Mdbourne
Australia/Perth
Australia/Sydney
Europe/Amsterdam
Europe/Andorra
Europe/Athens
Europe/Bdfast
Europe/Belgrade
Europe/Berlin
Europe/Bratislava
Europe/Brussds
Europe/Bucharest
Europe/Budapest
Europe/Chisinau
Europe/Caopenhagen
Europe/Dublin
Europe/Gibraltar
Europe/Hdsinki
Europe/1stanbul
Europe/Kiev
Europe/Lishbon
Europe/Ljubljana
Pacific/Guam
Pacific/Honolulu
Pacific/Kiritimati

224
225
226
227
228
229
230
231
232
233
234
235
236
237
238
239
240
241
242
243
244
245
246
247
248
249
250
251
252
253
254
255
256
257

Appendix A Time Zone Import Codes  A-3

Europe/Madrid
Europe/Malta
Europe/Minsk
Europe/Monaco
Europe/M oscow
Europe/Oslo
Europe/Paris
Europe/Prague
Europe/Riga
Europe/Rome
Europe/Sargjevo
Europe/Skapje
Europe/Saofia
Europe/Stockholm
Europe/Tallinn
EuropeTirane
Europe/VVaduz
Europe/Vienna
Europe/Vilnius
Europe/Warsaw
Europe/Zagreb
Europe/Zurich
GMT

GMT+0
GMT+1
GMT+10
GMT+11
GMT+12
GMT+13
GMT+2
GMT+3
GMT+4
GMT+5
GMT+6

260
261
262
263
264
265
266
267
268
269
270
271
272
273
274
275
276
277
278
279
280
281
282
283
284
285
286
287
288
289
290
291
292
293

GMT+9

GMT-1

GMT-10
GMT-11

GMT-12

GMT-2

GMT-3

GMT-4

GMT-5

GMT-6

GMT-7

GMT-8

GMT-9
Indian/Antananarivo
Indian/Christmas
Indian/Comoro
Indian/Mahe
Indian/Maldives
Indian/Mauritius
Indian/Mayotte
Indian/Reunion
Pacific/Auckland
Pacific/Beau
Pacific/Chatham
Indiar/Cocos
Pacific/Easter
Pacific/Efate
Pacific/Enderbury
Pacific/Fakaofo
Pacific/Fiji
Pacific/Funafuti
Pacific/Galapagos
Pacific/Gambier
Pacific/Guadal canal
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297
298
299
300
301
302
303
304
305
306
307
308
309
310
311
312
313
314
315
316
317
318

Appendix A Time Zone Import Codes

Pacific/lKwajalein
Pacific/Majuro
Pacific/Marquesas
Pacific/Midway
Pacific/Nauru
Pacific/Niue
Pacific/Norfolk
Pacific/Noumea
Pacific/Pitcairn
Pacific/Ponape
Pacific/Port_Moresby
Pacific/Rarotonga
Pacific/Pago_Pago
Pacific/Tahiti
Pacific/Tarawa
Pacific/Tongatapu
Pacific/Truk
Pacific/Wake
Pacific/Wallis
Pacific/Yap
Atlantic/Jan_Mayen
Indian/Chagos
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B Using an Alarm Relay with
MeetingPlace

In addition to setting up MeetingPlace to page or outdial someone in the event
of amajor alarm, you can also attach an alarm relay to MeetingPlace that will
alert you when amajor alarm occurs.

The following table describes the alarm relay connector, which is located on
the back of the power supply. You should refer to this information when
connecting your alarm relay to MeetingPlace.

Pin Description
1 Closed
2 Open
6 Common
3,7 Test loop
4,8 Ground

Additional information about the alarm relay connector:

e  Whenthemajor alarm light is green, or when the power is off, pin 6 is
connected through therdlay to pin 1. When the major alarm light isred or
yellow, pin 6 is connected to pin 2.

e Insarieswithpin6isalA 125V fuse This can only be replaced by
changing out the power supply.

e Pins3 and 7 are connected to each other (and to nothing dse). These pins
are used for testing the system.

e The connector is afemale 9-pin DIN, inside the box on the back of the
power supply.

Only atrained technician or a MeetingPlace support representative should
connect an alarm relay to MeetingPlace. The easiest way to connect an alarm
relay isto do one of the following:

e Remove the cover from an unused card slot and run a cable through the
opening, or

e Runathin (ribbon) cable between the back pand and the top cover of
your MedtingPlace system.
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C Security Parameters

Thefollowing table lists the security parameters that are available to help
you secure your system. For information on planning for security, refer to

Chapter 2.

Parameter

Description

L ocation®

Options

Default

System Access

Min profile pwd Minimum length for a profile Usage 0-11 6

length password Parameters

Change profile pwd Frequency at which a profile Usage 0-3650 90

(days) password must be changed Parameters

Min user pwd length | Minimum length for a user Usage 0-11 5
password Parameters

Change user pwd Freguency at which a user Usage 0-3650 20
password must be changed Parameters

Max profile login Number of attemptstologintoa | Usage 0-32767 3

attempts profile beforethe profileislocked | Parameters

M eeting Scheduling and Setup

Allow vanity mtg Whether users are allowed to System Yes/No Yes

IDs? assign their own meeting IDsto | Parameters
the mestings they schedule.

Minimum mtg ID Minimum length for meeting IDs | Scheduling 1-9 4

length Parameters

Min meeting pwd Minimum length for meseting Usage 0-11 0

length passwords Parameters

Password required? Requires user to establish a User/Group Yes/No No
password when scheduling Profile

Display mtg to Restricts who can see meetings | User/Group Yes/No No

everyone? scheduled by this user.? Profile

Allow guest outdial? | Whether guests are given outdial | User/Group Yes/No No
privileges® Profile

! Unless “via phone” or a specific tab is mentioned, &l parameters are found in MeetingTime under the Configure tab.

2 |f this parameter is set to Yes, anyone will be able to see meetings scheduled by this user from the Browse Meetings

link in MeetingPlace Web or on the reception board in MeetingTime. This parameter can be changed on a per-meeting

basis when a user schedul es meetings.

3 Setting this parameter to Y es enables MeetingPlace to outdial to guest users when they click the Join Voice

Conference button from the web. Meeting schedul ers can change this parameter on a per-meeting basis only if the Can

Schedule Guest Outdial Mtgs parameter is set to Yesin their profile.
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Par ameter Description L ocation® Options Default
Scheduling restriction | Whether or not users can User/Group | Unrestricted, Unrestricted
schedule meetings Profile Cannot
Schedule, Near
Term Mtg Limit*
M eeting Access
Entry announcement® | Announces meeting User/Group Beep only, Beep+Name
participants asthey enter Profile Beep+Name,
None
Screened entry Meeting participants must be | User/Group Yes/No No
admitted by first participant Profile
Lock meeting No further participants can InSessiontab | N/A N/A
enter unless somebody within | or via phone
the meeting gives their
permission
Drop last participant | Last participant is dropped Viaphone N/A N/A
from the mesting
Delete caller Selected participant is InSessiontab | N/A N/A
dropped from the meeting
Outdialing
Can cdl out from Whether users can outdia User/Group Yes/No No
mtgs? from mestings Profile
Max outdials per mtg | Determines maximum number | User/Group 1-500, 0
of outdials user can make Profile Unrestricted
from ameeting
Ask for profile Requires user’s profile User/Group Yes/ No Yes
password? password beforeinitiatingan | Profile
outdial
Digit trandation table | Restricts outdialling privileges | User/Group 0-15 (tableID) |0
(requirestable setup | to specified area codes and Profile
and configuration) prefixes
Can schedule guest Whether users can schedule User/Group Yes/No No
outdial mtgs? meetingsthat allow gueststo | Profile
join the voice conference over
the web. Setting this
parameter to Yesallows users
to change the Allow Guest
Outdial in Mtgs parameter on
a per-meeting basis.

* “Near Term Mtg Limit” determines how many meetings a user can schedulein asix-hour period.

® When thisfield is set to “Beep+Name,” al| guests are required to record their name prior to entering a meeting. If
someone enters a meeting and their name is not announced, meeting participants should question this person to

determine who they are.
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