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Personalize this guide:
1. Personalize your guide by entering the Cisco MeetingPlace phone number in the blank field.

2. Print the customized guide.

For additional information while scheduling your meetings, click Help from any Cisco MeetingPlace web page to start the
Cisco MeetingPlace Web Conferencing Online Help.

For additional information, including frequently asked questions, visit the Cisco MeetingPlace Reference Center at this URL:
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Scheduling a Web Conference

Note  You must sign in with your Cisco MeetingPlace profile to schedule a meeting. If you have any questions, contact the
Help Desk at this number:

Step1 Go to the Cisco MeetingPlace Web Conferencing home page at this URL:

Step2 Click Schedule Meeting.

Step3 If prompted, enter your user ID and password. The New Meeting page appears.

Step4 Fill in the meeting information, such as the date, time and length of the meeting. You can also enter a meeting ID and
subject.

Step5 To invite other participants, add their complete e-mail addresses in the field provided and click Add. Alternatively, click
the address book to look up profiled users or simply forward the invitation that you automatically receive to your
invitees.

Step6 To specify other meeting features, such as creating a meeting description, click Meeting Options in the right pane.

Step7 To finish scheduling your meeting, click Schedule. A confirmation page appears to confirm that the meeting has been

successfully scheduled, and e-mail invitations are sent to the scheduler and invitees.

Adding Attachments and Recordings

Step 1
Step 2
Step 3
Step 4
Step 5

From the right pane of the New Meeting page, click Attachments/Recordings.

To add your attachment, click New Attachment.

Select which type of file you want to attach: File Attachment, Meeting Comment, or URL Attachment.
To locate a file from your computer, click Browse.

Click Add Attachment; then, click OK to finish scheduling the meeting. The attachment is included in the meeting
invitation and can be downloaded during your meeting.




3 Changing Meeting Options and Features

Step 1
Step 2

From the right pane of the New Meeting page, click Meeting Options. A list of features appears.
Modify the settings as necessary; then, click Submit.

Commonly Used Features

e Entry/Departure Announcement—You can choose from Beep + name, Beep only, or Silent.

® Meeting Description—You can enter a description that appears in the meeting notification.

4 Polling

A

Note  Only users who sign in by using their Cisco MeetingPlace profile can create polls during a web conference.
Step1  After scheduling the meeting, from the right pane of the Future Meeting page, click Polling.
N
Note  Only the meeting scheduler can see the Polling icon on the Future Meeting page.
Step2 Choose the type of poll that you want to conduct: Poll, Survey, or Brainstorm.
Step3 Enter the poll details and click Create. The poll question is available to all attendees during a meeting.
ﬂ The polling feature is also available from the meeting console.

5 Attending a Web Conference

Step 1
Step 2
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Tip

Step 3

Step 4

Go to the Cisco MeetingPlace Web Conferencing home page.
Enter the meeting ID of the meeting that you want to join and click Attend Meeting.

If you do not know the meeting ID, click Attend Meeting without filling in the Meeting ID field. Cisco MeetingPlace
Web Conferencing takes you to the Today's Meetings page where you can search for your meeting.

If prompted, enter your user ID and password or enter your name in the Guest field and click Attend Meeting. The
meeting console to initializes.

(Optional) The first time you attend a web conference, choose Yes when prompted about security warnings. To shorten
future logins, check Always trust content from Cisco Systems.
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Finding a Meeting

Step 1
Step 2
Step 3

Step 4

From the Cisco MeetingPlace Web Conferencing home page, click Find Meetings.

If prompted, enter your user ID and password. The Today’s Meetings page appears with a list of today’s meetings.

To limit your search results, enter the meeting ID or modify the date parameters and click Search again. An updated list
of meetings appears.

To view meeting information for a particular meeting, click the meeting ID link.
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Scheduling and Attending an Inmediate Meeting

Cisco MeetingPlace Web Conferencing schedules your immediate meeting based on your default scheduling parameters. Your
meeting time extends and expands for additional participants as long as ports are available.

Step 1
Step 2

From the Cisco MeetingPlace Web Conferencing home page, click Immediate Meeting. The meeting console initializes.

From the meeting console, click Connect to connect to your audio or video endpoints.
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