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@ MeetingOne

Summary: MeetingOne’s ScheduleOne can be installed a number of different ways. In its simplest form,
ScheduleOne is installed using a stand-alone installer which consists of a single executable file which will
install ScheduleOne on a per-user basis. Since ScheduleOne is installed on a per-user basis, multiple
users that utilize a single PC can install and configure ScheduleOne accordingly.

The stand-alone installer for ScheduleOne supports silent and reduced Ul installations so an
organization’s IT department can push and manage the ScheduleOne installation on PCs remotely using
any flavor of mass deployment programs available in the industry that support deployments based on
standard silent and reduced Ul installations.

The following section details the steps necessary to install ScheduleOne both as a user as well as from an
IT mass deployment and management perspective.

Step 1: Download the ScheduleOne installer from MeetingOne or a repository provided to you by your
organization.

Step 2: Locate the installer file on your PC, the filename of the executable is ScheduleOne_Installer.exe
Step 3: Close Microsoft Outlook, followed by opening the SchedueOne_ Installer.exe file; you will be

prompted with the installer welcome messages. Select the ‘Next’ button at the bottom of the dialog to
continue with the installation; select the ‘Cancel’ button to cancel the installation.

o MeetingOne ScheduleOne - InstallShield Wizard B

Welcome to the InstallShield Wizard for
MeetingOne ScheduleOne

The Installshield(R) wizard will install MeetingOne ScheduleOne
on your computer. To continue, dick Next.

WARNING: This program is protected by copyright law and
international treaties.

< Back Next > | | Cancel

Step 4: You will be presented with the ‘Destination Folder’ dialog. You can change your installation
location by selecting the ‘Change’ button and selecting the appropriate installation location of your
choice, otherwise you can accept the default destination installation path by selecting the ‘Next’ button.
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Click Mext to install to this folder, or dick Change to install to a di

Install MeetingOne ScheduleOne to:

C:\Program Files (x86)\MeetingOne MeetingOne ScheduleOne

Installshield

<Back || Mext> |[ cancel

Step 5: The ScheduleOne Installer will present the ‘Ready to Install’ dialog which displays a summary of
the actions that will be taken during the installation of ScheduleOne. Select the ‘Install’ button to
proceed with the ScheduleOne installation.

Ready to Install the Program

The wizard is ready to begin installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

Current Settings:

Setup Type:
Typical
Destination Folder:
C:\Program Files (x86) MeetingOneMeetingOne ScheduleOne',

User Information:
Name: Windows User

Company:

Installshield

<Back | Hmstal | [ cancel

Step 6: Once the installation of ScheduleOne is finished, the ScheduleOne installer will present an
‘InstallShield Wizard Completed’ dialog. Select the ‘Finish’ button to exit the ScheduleOne installation
wizard.

InstaliShield Wizard Completed

The InstallShield Wizard has successfully installed MeetingOne
ScheduleOne. Click Finish to exit the wizard.
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@ MeetingOne

NOTE: Silent installations are supported through normal industry supported methods using command-
line switches in order to pass the appropriate instructions directly to the installer for installation. The
following command-line switch options are given in order to support an organization’s needs to
remotely or automatic deploy ScheduleOne to a targeted group of end-users.

Example: ScheduleOne_Installer.exe /v “/s”

o /v : Pass command-line parameters to the .msi package
® /s:Silent

° /a : Administrative installation

(] /x: Uninstall mode

(] [f : Repair mode

o /ua : Install Windows 9x MSI Engine

° /uw : Install Windows NT MSI Engine

o /debuglog : Generate a log file for debugging
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http://helpnet.installshield.com/isxhelp17/IHelpSetup_EXECmdLine.htm#wp1156603
http://helpnet.installshield.com/isxhelp17/IHelpSetup_EXECmdLine.htm#wp1156611
http://helpnet.installshield.com/isxhelp17/IHelpSetup_EXECmdLine.htm#wp1156626
http://helpnet.installshield.com/isxhelp17/IHelpSetup_EXECmdLine.htm#wp1156635
http://helpnet.installshield.com/isxhelp17/IHelpSetup_EXECmdLine.htm#wp1156638
http://helpnet.installshield.com/isxhelp17/IHelpSetup_EXECmdLine.htm#wp1325998
http://helpnet.installshield.com/isxhelp17/IHelpSetup_EXECmdLine.htm#wp1156647
http://helpnet.installshield.com/isxhelp17/IHelpSetup_EXECmdLine.htm#wp1328438

@ MeetingOne

Summary: The following instructions detail the steps that are necessary to fully remove ScheduleOne

from a client computer.
Step 1: Open the Microsoft Windows Control Panel.

Step 2: Select ‘Uninstall Programs’

=

Control Panel

=] X

T |@ » Control Panel

W C,.| | Search Co.. @ |

Adjust your computer’s settings

System and Security
Review your computer's status
H) View event logs

Network and Internet

View network status and tasks

.'"W
"

#

Hardware
View devices and printers
Add a device

s

Programs
Uninstall a program
) Turn Windows features on or off

Ty

i

-

8,

View by: Category =

User Accounts
'&'Change account type

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
Add a language

Change input methods

Set the time and date

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

Step 3: Select ‘MeetingOne ScheduleOne’ from the list of programs to uninstall, followed by selecting

the ‘Uninstall’ button.

Programs and Features == -
:(-:. > T | v Control Panel » Programs » Programs and Features v 0| | Search Pr.. Q@ |

Control Panel Home .
Uninstall or change a program

View installed updates

) Turn Windows features on or
off

MeetingOne Product version:
Help link:

To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

Organize ¥  Uninstall Change Repair = - @
MName - Publisher |~
ﬁjMeetingOne ScheduleOne MeetingOne
[ Microsoft .NET Framework 4.5 Multi-Targeting Pack Microsoft Co
[ Microsoft .NET Framework 4.5 SDK Microsoft Co
[ Microsoft .NET Framework 4.5.1 Multi-Targeting Pack Microsoft Co
[ Microsoft .NET Framework 4.5.1 Multi-Targeting Pack (ENU) Microsoft Co
[ Microsoft .NET Framework 4.5.1 SDK Microsoft Co v
< m >

1.1
http/‘www.MeetingOne.com

Step 4: If prompted, confirm the removal of MeetingOne ScheduleOne.
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@ MeetingOne

Summary: This section of the ScheduleOne help guide details the initial steps that need to be performed
in order to start using ScheduleOne.

Step 1: Launch Microsoft Outlook.

Step 2: On first-use, ScheduleOne will display the following ‘Login Credentials’ dialog. Enter your
MeetingOne Username and Password follows by selecting the ‘Update Account Settings’ button. If you
don’t have a MeetingOne username and password, please contact MeetingOne support to obtain your
credentials before continuing.

a2 Login Credentials = =] =
Audio Account Credentials
MeetingOne Username: | |
MeetingOne Password: | |
Remind me the next time | start Microsoft Outlook

IMPORTANT NOTE: If for any reason you decide not to setup ScheduleOne right after installation,
ScheduleOne will remind you to enter your MeetingOne credentials the next time you open Microsoft
Outlook. You can suppress this reminder by deselecting the ‘Remind me the next time | start Microsoft
Outlook’ checkbox.

If you decide to suppress the reminder for entering your MeetingOne login information the next time you
open Microsoft Outlook, you can navigate to the ScheduleOne Ribbon Bar within Microsoft Outlook
where you will find a “Login” button.

] Home Send / Receive Folder View Developer Add-Ins MeetingOne

&

Login

Preferences

Step 3: If your organization purchased any portion of the Adobe Connect integration with ScheduleOne,
you will be prompted with the following ‘Login Credentials’ dialog after your MeetingOne credentials
are successfully validated. Enter your Adobe Connect URL if not already present and your Adobe

Connect username and password respectively
followed by the W Login Credentials -|o| x ‘Update Account
Settings' button. Pudio Accourt Credentials

MeetingOne Username: |jsmith&comparny.com

MeetingOne Password:

Web Account Credentizls
Adobe Connect URL: |hﬂps'f}meeﬁngnne adobeconnect com |

Adobe Connect Username: | |

Adobe Connect Password: | |

Remind me the next time | start Microsoft Outlock
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@ MeetingOne

Step 4: After you have successfully authenticated to MeetingOne and Adobe Connect, you will be
prompted with the ‘Account Settings’ dialog where you can configure and customize ScheduleOne
according to your needs. If you want to accept all of the default settings, simply select the ‘Save & Close’
button to exit and save your changes. If you wish to configure and customize ScheduleOne to meet your
needs, proceed to the next section of this document, ‘ScheduleOne Customization and Configuration’
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@ MeetingOne

Summary: If you change your MeetingOne and/or Adobe Connect credentials or simply want to change
your credentials to support a different user, you can do so through the ‘Account Settings’ dialog.

IMPORTANT NOTE: Changing your MeetingOne and/or Adobe Connect credentials will change all your
room information over to a new user and all previous room information will be removed, although all
standard templates and configurations outside of those settings that apply directly to specific rooms will
remain intact.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by select “Advanced Features”

Home  Send/Receive  Folder  View  Adddns | MeetingOne ScheduleOne > @
E@E® @
= 3 o

New Web New Audio | Advanced

Meeting Meeting Features
Invitations Preferences

Step 2: Then select the “Preferences” screen, and then “Account Settings”

File Home send / Receive Folder  View  Add-Ins MeetingOne ScheduleOne o @
*! % {8 web Room:  Training and Suppart M = 511 8 é 8 web Room:  Editas Med M
OnDemandWeb | Conference | &, Audio Room: Luke Terry Public Toll Free - NewWeb New Audio | Start Adobe Open Web Open Audio | % Create Room & Modify Room (3 Manage Archives | Preferences
Room Creation  Room Pooling Meeting  Meeting Connect  Meeting Meeting T
Standard Invite Options Standard Room Actions Web Room Management
] - '.I
8 web Room:  Editas Med - -

s Create Room aaghﬂudify Room gghﬂanage Archives | Preferences

a |
— |

Web Room Management

i

Received Account | Synchronize | |Advanced
Settings Accounts Features
Preferences
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@ MeetingOne

Step 2: Select the ‘Update Account Settings’ button at the bottom of the ‘Account Settings’ dialog.

8 Account Settings @M‘

Invite Management | Room / Invite Template Associations | Room Paoling Setings | On Demand Web Room Creation Settings | Click&Mest Setiings | About

Web Room Invite Management

Invite Name: Description Default
Default Web Template This is the default web @

This is my template This is my template

][ e
Audio Room Invite Management

| invite Name | Descripti | Defaurt |
This is the default audio template. E

Default Audio Template

s [ |

e I veisey | e
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@ MeetingOne

Step 3: After selecting the ‘Update Account Settings’ button at the bottom of the ‘Account Settings’
dialog, the ‘Login Credentials’ dialog is displayed as is illustrated below.

Audio Accourt Credertials

MeetingCOne Username: |ismi'th@cnmpan'_.r.mm

|

MestingOne Password:

Web Account Credentials
Adobe Connect LURL: |hﬁps:ffmeetingnne.adnbecnnned.cnm

Adobe Connect Username: |isrn'rth @meetingone.com

Adobe Connect Password: |""""

Step 4: Update your credentials for MeetingOne and Adobe Connect accordingly, followed by selecting
the ‘Update Account Settings’ button.

Step 5: The ‘Login Credentials’ dialog will automatically close after the update is complete. If the new
credentials are invalid, ScheduleOne will prompt you accordingly with the credentials that are invalid as
presented below.

There was a problem legging into Adebe Connect with your Adobe
Connect login credentials., Please check your credentials and try again.
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@ MeetingOne

Creating New Meeting Invite Templates

Summary: Meeting invites are customized through ScheduleOne’s ‘Account Settings Invite
Management’ dialog. There are no limits to the number of invites that can be created by the end-user.
The following section outlines how to create, modify, and remove a customized meeting invite.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Advanced Features’ button, followed by ‘Preferences’

Home  Send/Receive  Folder  View  Adddns | MestingOne ScheduleOne @
= F -
ey da

New Web Mew Audio | Advanced
Meeting Meeting | Features
Invitations Preferences

Step 2: Then select the “Preferences” screen, and then “Account Settings”

File Home  Send/Receive  Folder  View  Addns | MeetingOne ScheduleOne a @
‘J-:J! % (@ web Room: | Training and Support - =t 2 lﬁ, _gﬁ _83 (& web Room: | Editas Med -
OnDemand Web | Conference | &, Audio Room: | Luke Terry Public Toll Free = NewWeb New Audio | Start Adobe Open Web Open Audio | ¥ Create Room =% Modify Room §3 Manage Archives | Preferences
Room Creation  Room Paoling Meeting Meeting  Connect  Meeting  Meeting M
Standard Invite Options Standard Room Actions Web Room Management
] .
L8l Web Room: Editas Med -

=4

s Create Room _?ggmudify Room gg;;‘},Manage Archives | Preferences

-

Web Room Management

> T3
o el 0@ |G
Received ﬁ* Account | Synchronize | |Advanced
= Settings Accounts Features

Preferences

Step 2: The ‘Invite Management’ tab will be the default tab shown when you open the ‘Account
Settings’ dialog. At least one default template will be installed with ScheduleOne, although your
organization may have configured multiple default templates to be installed with ScheduleOne.

IMPORTANT NOTE: There will be two grid view controls displayed as shown below if ‘Adobe Connect’
integration was purchased with ScheduleOne, otherwise, only ‘Audio Room Invite Management’ will be
displayed.

The default invite templates cannot be customized; if you want to customize the default template, start

by creating a new template by selecting the ‘Add’ button and then appropriately selecting the template
to copy through the ‘Copy From Existing Template’ drop-down control.
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@ MeetingOne

@ Account Settings (= E [l

Invite Management | Room / Invite Template Associations | Room Pooling Setings | On Demand Web Room Creation Setings | Clig Settings | About |
Web Room Invite Management

Invite Name | Description | Default |
Default Web Template This is the default web template. IE

[ Add ] [ Remave Customize

Audio Room Invite Management

| Invite Name | Description \ Default |
This is the default audio template. IE

Default Audio Template

o) [ |

= N s | i

Step 3: Select the ‘Add’ button to create a new meeting invite template. You can choose to create
specific templates for audio and web respectively as is shown in the above screenshot. Selecting the
‘Add’ button displays the following ‘Invite Manager’ dialog.

@ Invite Manager |gi‘

Invite Metadata Invite Field Configuration
Invite Name (60 Character Max): Location Field (60 Character Max): [WebRoamURL|
Invite Description (60 Character Max): Subject (60 Character Max):
i3 4 @9 e B I U Microsoft Sans Serif - 9 - A KN : =

Paste Dynamic Value - | Copy From Existing Template Default Web Template -

| »

Meeting Name: | WebConferenceRoomTitle|
Invited By: |UserFullName| (| UserLogin]|)

Conference Number(s): United States: +1|PrimaryAccessNumber |
MeetingOne Conference Room Number: | AudioConferenceRoomNumber |
URL to additional access numbers: | AccessNumbersURL |

To join the meeting: |WebRoomURL|

If you have never sttended & Adobe Connect meeting before:

Test your connection: Aftp/meetingons. adobeconnect. com/common/fhelp/en/supportmeeting test Afm
Get a quick overview: fitio/www adobe.com/go/connectpro _overview

Cancel Save & Close

Step 4: Give your new invite template a unique ‘Invite Name’ and ‘Invite Description;’ both fields are
required and the Invite Name cannot match an existing template name.

Invite Metadata
Invite Name{ 60 Character Max): |My Template |
Imvite Description (60 Character Max): |This is my new template | |
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@ MeetingOne

Step 4: Once the ‘Invite Manager’ is displayed, you can quickly get started by creating a new template or
you can choose an existing template to copy which then could be customized (the Default Web
Template will default unless you select another template to copy). In order to customize an existing

template, select the ‘Copy From Existing Template’ drop do

wn control and select the existing template

in which you want to start with. The following screenshot depicts the result of copying an existing

template to start with.

@ Invite Manager

==y X

Invite Metadata
Invite Name (60 Character Max):

Invite Description (60 Character Max):

23 4 @9 ¢ B I U Microsoft Sans Serif ~ 9 AN AT

Paste Dynamic Value -

Invite Field Configuration
Location Field (60 Character Max): [WebRoomURL|

Subject (60 Character Max):

Copy From Existing Template Default Web Template -

Meeting Name: |WebConferenceRoomTitle |
Invited By: |UserFullName| (|Userlogin|)

Conference Number(s): United States: +1 | PrimaryAccessNumber|
MeetingOne Conference Room Number: |AudioConferenceRoomNumber|
URL to additional access numbers: |AccessNumbersURL|

To join the meeting: |WebRoomURL|

If you have never sttended s Adobe Connect meeting before:

Taest your connection: http/meetingone. sdobeconnect. com/common/help/en/supportmeeting _test htm
Get g quick overview: Attp./ww sdobe. com/go/connectpro overview

Cancel

m

Save & Close
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@ MeetingOne

Step 5: While you are customizing your new invite template, you can choose from a number of
dynamically replaceable fields to be populated when a new invite is created from Microsoft Outlook.
Simply place your mouse cursor within the body of the invite at the location in which you want to have a
dynamically replaceable value, then select ‘Past Dynamic Value’ drop down control and select from the
available options.

NOTE: The ‘Location Field’ and the ‘Subject Field’ can accept dynamic parameters in addition to the
body.

Q)] Invite Manager == -

Invite Metadata Invite Field Corfiguration
Location Field (60 Character Max): | WebRoomURLI |

Invite Name{ 60 Character Max): |My Template

Invite Description (60 Character Max): |This is my new template

Subject (60 Character Max): | |

2 X @A o9 @B I U Calibr -9 vi,(_;izgzggigg;
Paste Dynamic Value ~| Copy From Existing Template Default Web Template -
I User Login itle| ~

User Full Name )
Audio Conference Room Number

T B 1L L| PrimaryAccessMumber |

| AudioConferenceRoomMumber |
Web Conference Room Title ssNumbersURL|

Primary Access Mumber
Access Mumbers URL

Fyow have never affended 3 Adobe Connect meeting before:

Test your connection. htfp - meefingone. adobeconnect. comscommonhefp/en/support meefing_fest him
Gef 3 quick overview: hfp“www.adobe.com./Go/connedcipro_ovenview

MeetingOne and the MeefingOne logo are ether ragi or of MeetingOne.com Cop. in the Unied Stafes and/or other counires.
L

Step 6: Finish customizing your new invite by entering any amount of data, images, and using the rich
text controls that are available within the ‘Invite Manager’ toolbars as is illustrated below.

i
[l
H
Ll

2 4 B9 e B I U Calibi -9 -A N 2 EEE

Step 7: In order to save your new invite, select the ‘Save & Close’ button and you will be returned to the
‘Invite Management’ tab within the ‘Account Settings’ dialog where you will see your new invite
displayed accordingly.

IMPORTANT NOTE: Your invite will not be completely saved until you select ‘Save & Close’ on the

‘Account Settings’ dialog. If you select the ‘Cancel’ button on the ‘Account Settings’ dialog, your newly
created invite and/or customizations will be discarded.

l4|Page



@ MeetingOne

@ Account Settings — | ] [t

Invite Management | Room / Invite Template Associations | Room Pooling Seftings | On Demand Web Room Creation Setiings | Click&Meet Settings | About|

Web Room Invite Management
Invite Name | Description | Default |
Default Web Template This is the default web template.

Add Remove
Audio Room Invite Management

[ Invite Name | Descripti | Default |
Default Audio Template This is the default audio template.

[ r [ oo ]

Updste Account Seftings. I Save& Clase
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@ MeetingOne

Customizing Existing Meeting Invite Templates

Summary: In addition to creating new invite templates, you can also return to a template in order to
further customize it without having to generate a brand new template. The following section illustrates
the steps required in order to customize existing meeting invite templates.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Advanced Features’ button, followed by ‘Preferences’

E Home Send / Receive Folder  View  Adddns MeetingOne ScheduleOne > @
= 5
EC:E) o]

New Web New Audio = Advanced
Meeting Meeting Features
Invitations Preferences

Then select the “Preferences” screen, and then “Account Settings”

File Home Send / Receive Folder  View  Add-ns MeetingOne ScheduleOne o @
‘J:‘! % {3 web Room:  Training and Support M = j@ 8 i‘g _a& _a& 8 web Room:  Editas Med M
OnDemandWeb | Conference | &, Audio Room: Luke Terry Public Toll Free - NewWeb New Audio | Start Adobe Open Web Open Audio | % Create Room & Modify Room (3 Manage Archives | Preferences
Room Creation  Room Pooling Meeting  Meeting Connect  Meeting Meeting T
Standard Invite Options Standard Room Actions Web Room Management
'] .
& Web Room: Editas Med -

L=l

s Create Room _?ggmudify Room gg;;‘},Manage Archives | Preferences

-

= gueigr §

Account | Synchronize | |Advanced
Settings Accounts Features

Web Room Management

Received

i

Preferences

Step 2: The ‘Invite Management’ tab will be the default tab shown when you open the ‘Account
Settings’ dialog. At least one default template will be installed with ScheduleOne, although your
organization may have configured multiple default profiles to be installed with ScheduleOne.

IMPORTANT NOTE: There will be two grid view controls displayed as shown below if ‘Adobe Connect’
integration was purchased with ScheduleOne, otherwise, only ‘Audio Room Invite Management’ will be
displayed.

The default invite templates cannot be customized; if you want to customize the default template, start
by creating a new template by selecting the ‘Add’ button and then appropriately selecting the template
to copy through the ‘Copy From Existing Template’ drop-down control.
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@ MeetingOne

@ Account Settings E@E

Invite Management | Room / Invite Template Associations | Room Pooling Setiings | On Demand Web Room Creation Setiings | ClickéMeet Setiings| About|

Web Room Invite Management
Invite Name Description Default
Default Web Template This is the default web template. IE
My Web Template This is my new web template

Add I [ Remove Customize

Audio Room Invite Management

Invite Name: Description Default
Default Audio Template This is the default audio template. ]
My AudioTemplate This is my new audio template

[ Add ] [ Remove ] Customize

Update Account Settings I Save & Close

Step 3: Select the appropriate template you want to customize and select the ‘Customize’ button to
display the current meeting invite template within the ‘Invite Manager’ dialog as illustrated below.

Invite Metadata Invite Field Configuration

Invite Name{ 60 Character Max): My Template Location Field (60 Character Max): [WebRoomURLI

Invite Description (60 Character Max): [This is my new template | Subject (60 Character Max): |

23 4 @9 @@ B I U MicrosoftSansSer ~ 9 *A A A fE?E
|v

i Paste Dynamic Value ~ \ Copy From Existing Template |Defauh: Web Template

Meeting Name: |WebConferenceRoomTitle|
Invited By: |UserFullName| (| UserLogin|)

Conference Number(s): United States: +1|PrimaryAccessNumber|
MeetingOne Conf ce Room Number: | AudioConferenceRoomMNumber|
URL to additional access b | Acc bersURL|

To join the meeting: | WebRoomURL|

Fyow have never sifended 3 Adobe Connect mesting before:

Test your tion: htfp//meeti dlob ot hiefn./an/support/imeeting test hm
Gef 3 quick overview: Ao /iwww.adobe.com/gosconneciomn_overview

MeetingOne and the MeetingOne logo are ether registered . or of MeetingOne.com Comp. in the Unfed Stafes and-or other countres.

Step 4: Customize the invite according to your requirements. All fields including the ‘Invite Name’ and
‘Invite Description’ can be changed while you are customizing an invite.

Step 5: In order to save your new invite, select the ‘Save & Close’ button and you will be returned to the

‘Invite Management’ tab within the ‘Account Settings’ dialog where you will see your customized
meeting invite displayed accordingly.
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@ MeetingOne

IMPORTANT NOTE: Your invite will not be completely saved until you select ‘Save & Close’ on the
‘Account Settings’ dialog. If you select the ‘Cancel’ button on the ‘Account Settings’ dialog, your newly
created invite and/or customizations will be discarded.
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@ MeetingOne

Deleting Meeting Invite Templates

Summary: Any user created meeting invite template can be removed from ScheduleOne quickly and
easily. The only restriction is that default templates that are installed with ScheduleOne cannot be
removed. The following section illustrates how to remove an existing user created template from

ScheduleOne.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Advanced Features’ button, followed by ‘Preferences’

Home  Send/Receive  Folder  View  Adddns | MestingOne ScheduleOne @
EE @
=] REE gh
MNew Web New Audio | Advanced
Mesting Mesting | Features
Invitations Preferences
“« ” u : ”
Then select the “Preferences” screen, and then “Account Settings
File. Home  Send/Receive  Folder  View  Adddns | MeetingOne ScheduleOns - @
1 — e
‘{l‘i! % (@ web Room:  Training and Support M = le ég 3 _gﬁ _33 {8 web Room:  Editas Med -
On Demand Web Conference R Audio Room:  Luke Terry Public Toll Free ~ | NewWeb New Audio | Start Adobe Open Web Open Audio | ¥ Create Room _?,ijudWy Room &’é}ManageAr(hwes Preferences
Room Creation  Room Pooling Meeting Meeting  Connect  Meeting  Meeting M
Standard Invite Options Standard Room Actions Web Room Management
] - '.I.
& web Room: | Editas Med - -

=4

4r Create Room _?ggmudify Room gg;;“l,Manage Archives

Web Room Management

Preferences

-

0

5 |

Received ﬁ* Account | Synchronize | |Advanced
Settings Accounts Features

Preferences

Step 2: The ‘Invite Management’ tab will be the default tab shown when you open the ‘Account
Settings’ dialog. At least one default template will be installed with ScheduleOne, although your
organization may have configured multiple default profiles to be installed with ScheduleOne.

IMPORTANT NOTE: There will be two grid view controls displayed as
integration was purchased with ScheduleOne, otherwise, only ‘Audio
displayed.

shown below if ‘Adobe Connect’
Room Invite Management’ will be
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@ MeetingOne

Account Settings EIEE
@ g

Invite Management | Room / Invite Template Assaciations | Room Pocling Settings | On Demand Web Room Creation Settings | Click&Meet Setings | About|

Web Room Invite Management

Invite Name | Description | Default |
Default Web Template This is the default web template. IE

Audio Room Invite Management

Invite Name Description Default
Default Audio Template This is the default audio template. ]
My AudioTemplate This is my new audio template

Cancel

Update Account Settings [ Save & Close

Step 3: Select the appropriate template you want to remove and then select the ‘Remove’ button to
remove the selected template. The template is removed immediately without any confirmation of
removal. If you wish to cancel the remove operation, simply select the ‘Cancel’ button on the ‘Account
Settings’ dialog. (Default templates are templates installed with ScheduleOne and cannot be removed
or deleted.)

Associating Meeting Invite Templates to Meeting Rooms

Summary: Once you have created a new meeting invite template, the next step is to associate the newly
created meeting invite template to an actual meeting room. The following section illustrates the steps in
order to associate meeting invite templates to Adobe Connect or MeetingOne meeting rooms.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Account Settings’ button.

HOME  SEND /RECEIVE ~ FOLDER ~ VIEW  ADD-INS = MeetingOne ScheduleOne ATTACHMENTS

oo = = -
+! E.D é‘;‘Weh Room: |Cam| - Regular Meeting Room " [ i &'. &'. LL,Q.Web Room: ‘Caml - Regular Meeting Room - s ]
OnDemand Web  Conference  , Audio Room: Carol Nation ~| New Web New Audio Start Adobe  Start + Create Room P Modify Room |3 Manage Archives  Account  Synchronize
Room Creation  Room Pooling Meeting Meeting Connect  Click&Meet Settings  Accounts

Standard Invite Options Standard Room Actions Web Room Management Preferences

Step 2: Select the ‘Room / Invite Template Associations’ tab within the ‘Account Settings’ dialog in order
to proceed with associating meeting invite templates to actual meeting rooms.
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@ Account Settings

==

Web Room / Invite Assocations

Invite Management| Room/ Invite Template Associations | Room Pooling Settings | On Demand Web Room Creation Setiings Chck&MeelSemngsl Abom‘

Room Name | URL Invite Selection
fcarolregmeelmgf Default Web Template A
Carol Web Room 1 Jcnweb 1/ Default Web Template -
Carol Web Room 2 Jcnweb2/ Default Web Template 7
Carol Web Room 3 Jcnweb3/ Default Web Template v
Audio Room / Invite Assocations
Room Name | Room Number Invite Selection
M 8663950963 Default Audio Template -
CN - Audio Poal 1 8665463519 Default Audio Template A
CN - Audio Pool 2 8664096630 Default Audio Template A
CN - Audio Poal 3 8668848586 Default Audio Template -
CN - Web Pool 1 8662657730 Default Audio Template 7
CN - Web Pool 1 8664240282 Default Audio Template v
CN - Web Pool 1 8664457148 Default Audio Template i

Update Account Settings l Save & Close

Step 3: Select the appropriate ‘Invite Selection’ drop-down control associated to the respective room
that you desire to change, followed by selecting the appropriate invite template that you want to
associate to the meeting room.

Web Room / Invite Assocations

Room Name

URL

| Invite Selection

Carol - Regular Meeting Room

carolregmeeting/

Carol Web Room 1

lenweb1/

Carnl Wioh Bonm 2

alan = vl

lMyWeb Template

Step 4: Select the ‘Save & Close’ button on the ‘Account Settings’ dialog in order to save your changes.

Summary: ScheduleOne supports a concept called ‘Room Pooling.” Room pooling prevents the
scheduling of back-to-back meetings with the same Adobe Connect room and/or MeetingOne audio
room respectively. This feature can be extremely beneficial for those organizations that are security
sensitive and are seeking a convenient way to schedule meetings so that consecutive scheduled meeting
participants don’t attempt to join an ongoing meeting from a previously scheduled event. The following
section illustrates how to configure the ‘Room Pooling’ feature within ScheduleOne.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Advanced Features’ button, followed by ‘Preferences’

Home Send/Receve Folder

B &

New Web Mew Audio | Advanced
Meeting Meeting | Features

Invitations | Preferences|

View

Add-Ins

MeetingOne ScheduleCne

Then select the “Preferences” screen, and then “Account Settings”
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S| Home Send / Receive Folder  View  Add-ns MeetingOne ScheduleOne a @
*! % {8 web Room: | Training and Support - ﬁ @ @ {8 web Room: | Editas Med - e
OnDemand Web | Conference | &, Audio Room: Luke Terry Public Toll Free ~ | NewWeb New Audio | Start Adobe Open Web Open Audia | * Create Room =% Modify Room 3 Manage Archives | Preferences
Room Creation  Room Pooling Meeting Meeting  Connect  Meeting  Meeting M
Standard Invite Options Standard Room Actions Web Room Management
; NP T | @
5™ Web Foom: Editas Med

4r Create Room gél‘l.ﬂudify Room @Manage Archives Preferences

-

& |'d

synchronize  |Advanced
Features

Web Room Management

Account
Settings Accounts

Received

Preferences

Step 2: Select the ‘Room Pool Settings’ tab within the ‘Account Settings’ dialog in order to proceed with
the configuration of ‘Room Pooling.’

IMPORTANT NOTE: There will be two respective views displayed as shown below if ‘Adobe Connect’
integration was purchased with ScheduleOne, otherwise, only the ‘Audio Pooling’ views will be displayed.

@ Account Settings Elm

‘ Invite M | Room / Invite TemplmeAssoclanons‘ Room Pooling Settings ‘ On Demand Web Room Creation Setiings Cllck&MeelSemngsl Abnull

Web Pooling: Room Configuration
Enable Automatic Conflict Resolution

Enable Automatic On Demand Web Room Creation (Recurring Meetings)

Room Name | URL | Enabled -
Caral - Regular Meeting Room [caralregmeeting/ ’7

]

Carol Web Room 1 fenweb1/ E
Caral Web Room 2 Jenweb2/ 4
Carol Web Room 3 lfenweb3/ .

Audio Pooling: Room Configuration
Enable Automatic Conflict Resolution

Room Name Room Number Enabled
Carol Nation 8663950963
CN - Audio Pool 1 8665463519
CN - Audio Pool 2 8664096630
CN - Audio Pool 3 8668848586
CN - Web Pool 1 8662687730
CN - Web Pool 1 8664240282
CN - Web Pool 1 8664457143

BN e e

Step 3: In order to configure room pooling it is suggested that you have at least three available Adobe
Connect rooms that will be dedicated to room pooling along with at least three available MeetingOne
audio rooms that will be dedicated to room pooling respectively and if applicable. In the example above,
three specific Adobe Connect rooms and audio rooms were created to accommodate the room pooling
scenario.
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Step 4: Select the appropriate Adobe Connect rooms if applicable and enable room pooling on each
room respectively by selecting the ‘Enable Room Pooling’ checkbox on each room to be part of the
‘Room Pooling’ scenario.

Web Pooling: Room Configuration
Enable Automatic Conflict Resolution

Enable Automatic On Demand Web Room Creation (Recurring Meetings)

Room Name URL Enabled =
Coro-ReguerWestng Room —____lcorobegreeng' B __
Carol Web Room 1 fenweb 1/ =
Carol Web Room 2 fcnweb2/

Carol Web Room 3 fcnweb3/ hd

Step 5: During the creation of room pooled meeting invites, if a conflict exists, ScheduleOne prompts the
user to resolve the conflict either by changing the current invite with a different pooled room which will
not conflict with the adjacent meeting or a user can allow the conflict. If you want ScheduleOne to
automatically resolve room pooling conflicts, you can select the ‘Enable Automatic Conflict Resolution’
checkbox for web and/or audio room pooling respectively. If automatic conflict resolution is enabled,
the conflicts are resolved without further action necessary from the end-user.

Web Pooling: Automatic Corflict Resaolution
Enable Automatic Conflict Resolution

Audio Pooling: Automatic Corflict Resolution
Enable Automatic Conflict Resolution
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Summary: ‘On Demand Web Room Creation’ is a feature that allows Adobe Connect hosts to generate
new meeting rooms on the fly when a new web meeting invite is created. In addition to simply creating
new Adobe Connect rooms, templates can be created that instruct ScheduleOne on how the room
should be created. All options to create a room through the Adobe Connect portal are supported in
creating templates for generating on demand web rooms.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Advanced Features’ button, followed by ‘Preferences’

Home  Send/Receive  Folder  View  Adddns | MestingOne ScheduleOne o @
{35 _5%
= E Sa

Mew Web New Audio | Advanced
Meeting Meeting | Features
Invitations Preferences

Then select the “Preferences” screen, and then “Account Settings”

File Home  Send/Receive  Folder  View  Addns | MeetingOne ScheduleOne a @
#! % {4l web Room:  Training and Support - = 511 2 é ‘? & web Room: Editas Med - L
OnDemand Web | Conference = &, Audio Room:  Luke Terry Public Toll Free ~ || NewWeb New Audio | Start Adobe Open Web Open Audio | ¥ Create Room = Modify Room 3 Manage Archives | Preferences
Room Creation  Room Pooling Meeting Meeting  Connect  Meeting  Meeting -
Standard Invite Options Standard Room Actions Web Room Management
'] . ik
8 web Room: Editas Med -

4 Create Room x;hﬂndify Room gghdanage Archives | Preferences

-

W= 1
Received M Account | Synchronize | [Advanced
Settings Accounts Features

Web Room Management

Preferences

Step 2: Select the ‘On Demand Web Room Creation Settings’ tab within the ‘Account Settings’ dialog in
order to proceed.
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@ Account Settings E‘m

Invite Management | Room / Invite Template Associations | Room Pooling Setings | On Demand Web Room Creation Settings CIick&MeelSeﬂinwl Abmn‘

‘On Demand Web Room Creation Templates

| Template Description ‘ Default |

Default Template This is the default template

Template Name

—T— | ———

e s | i

Step 3: ScheduleOne will contain a single default template for on demand web room creation which can
be customized. In addition, new templates can be created and selected accordingly during new meeting
invite creation. In order to create a new on demand web room creation template, select the ‘Add’

button.

Template Metadata
Template Name (50 Character Max): | |
Template Description (60 Ct Max)'| |

General Meeting Information | Meeting Summary I Attendees |

(General Room Details
Audio Profile: |None v|
Lenguage: | English v]
Meeting Times
Start Time: [11/20/2014 B~ |[w0oam
End Time: [11/20/2014 B~ |[w030am (]
Mesting Templzte
Template: | None W |
Access

) Only registered users may enter the room (guest access is blocked)
(® Only registered users and accepted guests may enter the room
O Anyone who has the URL for the meeting can enter the room

Step 4: Name your new template by populating the ‘Template Name’ textbox along with a description
for your new template. ‘Template Names’ must be unique, but “‘Template Description’ can be anything
of your choice including a duplicate description matching a previously created template.
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Template Metadata

Template Name (60 Character Max): My On Demand Web Room Creation Template

Template Description (60 Character Max):  This is my new on demand web room template|

Step 5: Select all template options of your choice related to creating a new room. A description of each
corresponding field option and its application is listed at end of this section.

Step 6: Once you have configured the template according to your requirements, select ‘Save & Close’ to
save your newly created template.

IMPORTANT NOTE: Your template will not be completely saved until you select ‘Save & Close’ on the
‘Account Settings’ dialog. If you select the ‘Cancel’ button on the ‘Account Settings’ dialog, your newly
created template will be discarded.

General Mesting Information | Meeting Summary | Attendees
General Room Details

1 ——— Audio Profile: | None v |
? e— Language: |Eng|i3h v|
Meeting Times
3 —————————  StartTime: [11/20/2014 B~ |[1w00am [
4 —————  EndTime: [11/20/2014 B~ |[1o30am [
Meeting Template
= Template: | MNaone ] |
Access
() Only registered users may enter the room (guest access is blocked) B
(®) Only registered users and accepted guests may enter the room 7
) Anyone who has the URL for the meeting can enter the room 8

| General Mesting Information | Meeting Summary | Attendees |

Summary
Max Length = 4000 Characters a8
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| General Meeting Information | Meeting Summary | Attendees |

Available Users and Groups - 9 Cument Paticiparts 10
MName Email ~ MName Role Login

1 s Prit

Training Managers Training Managers

Leamers Leamers

Authors Authors

Administrators Administrators

Meeting Hosts Meeting Hosts

& | Sophie Lal slal@meetingone .«

&, | Pascal Lenoir plencir@meetingor 15

8, | Fwenasl Hanan nhanan@mestina

< 1] > < 1] >

11 Search: | Search: | |
12 :!3 14 — | Permissions | | Remove |

1. Audio Profile: This drop-down control lists all available audio profiles that can be associated to
an Adobe Connect meeting room. ‘None’ stipulates that an audio room should not be associated
with this Adobe Connect room; the ‘None’ value is used when an Adobe Connect room will use
VOIP-based audio only.

2. Language: Specifies the default language to be used for this Adobe Connect room.
3. Start Time: The start time of the newly created Adobe Connect meeting room.
4. End Time: The end time of the newly created Adobe Connect meeting room.

NOTE: Although this value holds no real value when dynamically generating Adobe Connect
rooms, it is important that a start time and end time be associated to a newly created meeting
room to avoid notification problems when sending invites to participants through the Adobe
Connect portal. This value can remain unchanged with no impact to the newly created room.

5. Access: Only registered users may enter the room. (guest access is blocked) This is the most
restrictive option when setting up security access for an Adobe Connect room. This access type
stipulates that only users that are in the ‘Attendees’ list which is populated on the ‘Attendees’
tab will be able to enter the conference.

6. Access: Only registered users and accepted guests may enter the room. This access type allows
all attendees that are populated on the ‘Attendees’ tab to enter the conference room
automatically. Guest access will need to be approved by the meeting host in order to enter the
Adobe Connect conference room.

7. Access: Anyone who has the URL for the meeting can enter the room. This access type allows
anyone that accesses the meeting room URL to enter the room regardless of attendees being
populated in the ‘Attendees’ tab. If this option is set, there is open access to the Adobe Connect
conference room.
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8. Meeting Summary: Provides a summary or agenda for the Adobe Connect meeting room. This
field can be used to provide a description for the meeting room or it could be populated with an
agenda which will be displayed to participants when a meeting invite is sent from the Adobe
Connect portal.

9. Available Users and Groups: This is a complete list of existing users and groups that currently
exist within your organization’s Adobe Connect instance. You can add any number of the
available users and groups to the ‘Current Participants’ list. This list is especially important when
restricting access to an Adobe Connect meeting room. Reference points 5, 6, and 7 within this
section for description of access types and how attendees are impacted based on access type.

10. Current Participants: Current participants are participants that have been currently added as
attendees to the Adobe Connect meeting room. Any creation of a meeting room automatically
will associate the host or creator of the meeting room to the ‘Current Participant’ list
automatically with the role of ‘Host’.

NOTE: Multiple users can be added and removed from the ‘Current Participants’ grid by holding
down the ‘Ctrl’ key while selecting attendees from the list. You can also select a block of users to
add to the attendees list by holding down the ‘Shift’ key while selecting attendees from the list.

11. Available Users and Groups — Search: Allows the ability to search for attendees in the available
users and groups list.

12. Available Users and Groups — Add: Adds participants to the ‘Current Participants’ list.

13. Current Participants — Search: Allows the ability to search for attendees in the ‘Current
Participants’ list.

14. Current Participants — Permissions: This option allows the ability to change the role of a
meeting attendee. Below is an illustration of the dialog with the ability to change attendee roles.
Adobe Connect currently supports four different attendee roles: Host, Presenter, Participant,
and Denied.

Web Room Permissions
Set User Role
(®) Participant
() Presenter
) Host
() Denied

Cancel Ok

NOTE: You can change multiple attendee roles at the same time by using the ‘Ctrl’ or ‘Shift’ key
respectively to select multiple participants prior to selecting the ‘Permissions’ button.
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Summary: Click & Meet is MeetingOne’s web-based advanced audio management platform that allows
the controlling of audio-based calls without the use of DTMF commands. ScheduleOne supports the
ability to launch Click&Meet with single sign-on and single-click capability.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Advanced Features’ button, followed by ‘Preferences’

Send/Receive  Folder  View  Adddns | MestingOne ScheduleOne o @

&
MNew Web Mew Audio | Advanced

Meeting Meeting | Features
Invitations Preferences

Then select the “Preferences” screen, and then “Account Settings”

File: Home  Send/Receive  Folder  View  Adddns | MeetingOne ScheduleOne a @
%! % (@ web Room: | Training and Support - EE 511 &E} @ (& web Room: | Editas Med -
OnDemand Web | Conference | &, Audio Room: | Luke Terry Public Toll Free = NewWeb New Audio | Start Adobe Open Web Open Audio | ¥ Create Room =% Modify Room §3 Manage Archives | Preferences
Room Creation  Room Pooling Meeting Meeting  Connect  Meeting  Meeting M
Standard Invite Options Standard Room Actions Web Room Management
Iz B
'] . i
8 web Room:  Editas Med - -

s Create Room gegl'wudify Room g}:‘élhﬂanage Archives | Preferences

-

Web Room Management

¥ = E
ol & [@ |4
Received ﬂ Account | Synchronize | |[Advanced
= Settings Accounts Features
Preferences

Step 2: Select the ‘Click&Meet Settings’ tab within the ‘Account Settings’ dialog in order to proceed.
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@AccountSemngs BT

‘ Invite Managsmenll Room / Invite Template Associations | Room Pooling Setiings | On Demand Web Room Creation Settings | Click8Meet Settings -

Click&Meet Settings
Display 'Call Me' dialog when entering the room

Default 'Call Me' Phane Number:

Cancel [ Update Account Settings ” Save & Close

Step 3: Select the ‘Display ‘Call Me’ dialog when entering the room’ in order to have Click&Meet
automatically prompt you to dial-out to yourself upon entering the web portal.

Step 4: You can input a default phone number that will be populated in the ‘Call Me’ dialog within

Click&Meet once launched. If this field is left blank, the ‘Call Me’ dialog will display and a phone number
will have to be entered for dial-out.
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Summary: The ‘About’ tab within the ‘Account Settings’ details general versioning information about

ScheduleOne in addition to configuring how and if updates are installed for ScheduleOne.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure

below, followed by selecting the ‘Advanced Features’ button, followed by ‘Preferences’

-_Home Send /Receive Folder View Add-Ins MeetingOne ScheduleOne @ o

S

MNew Web Mew Audio | Advanced

Meeting Meeting | Features

Invitations Preferences
“" ” " H ”

Then select the “Preferences” screen, and then “Account Settings

File Home Send / Receive Folder View Add-Ins MeetingOne ScheduleOne @ e

%! E? (& Web Room:  Training and Suppart M = %L g} @ @ web Room: | Editas Med

OnDemand Web | Conference | &, Audio Room: Luke Terry Public Toll Free ~ | NewWeb New Audio | Start Adobe Open Web Open Audia | * Create Room =% Modify Room 3 Manage Archives | Preferences
Room Creation  Room Pooling Meeting  Meeting Connect  Meeting  Meeting M
Standard Invite Options Standard Room Actions Web Room Management
-
= - U
5™ Web Foom: Editas Med - -

4r Create Room ;:'eghﬂudify Room @Manage Archives Preferences

-

> || =1 nE:
o’ &8l [@ | el
Received ﬂ Account | Synchronize | |Advanced
= Settings Accounts Features

Preferences

Web Room Management

Step 2: Select the ‘About’ tab within the ‘Account Settings’ dialog in order to proceed.

@ Account Settings E@ﬁ

‘ Invite Managementl Room/ Invite Template Associations | Room Pooling Settings | On Demand Web Room Creation Settings CI\:k&MeetSemngsl About ‘

Installed Version Information

MeetingOne MeetingOne ScheduleOne
Version: 21

© 2015 MeetingOne Corporation

Latest Version Information

MeetingOne MeetingOne ScheduleOne
Version: 21

@ 2015 MeetingOne Corporation

Logging
Enable Debug Logging

Add-in Updates

Check for Updates ‘

Download and Prompt for Application Updates

[ D i | i
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Step 3: The ‘Installed Version Information’ displays the current version of ScheduleOne that is currently
installed on the client PC. The ‘Latest Version Information’ displays the current version release of
ScheduleOne. If the ‘Latest Version Information’ displays a higher version number than the ‘Installed
Version Information,” a new version of ScheduleOne is available for download.

Step 4: Select ‘Download and Prompt for Application Updates’ if you wish to be notified when a new
version is available for download.

NOTE: This setting could be displayed and configured at the organization level which may prevent you
from changing this value.

Step 5: Select ‘Check For Updates’ if you wish to verify you have the latest version of ScheduleOne and if
a new version is available for download, the new version will be downloaded immediately for
installation. NOTE: This setting could be displayed and configured at the organization level which may
prevent you from changing this value.

Summary: ScheduleOne aims to create a simplistic way to manage Adobe Connect meeting rooms and
create meeting invites. The following section details the major functions available through ScheduleOne
along with how to use these respective features. Below you will find a general summary of actions
available on the ScheduleOne Ribbon Bar.

1. On Demand Web Room Creation Toggle Button: This button is a toggle button which when
enabled will prompt you to create a new Adobe Connect room when selecting the ‘New Web
Meeting’ function.

2. Conference Room Pooling Toggle Button: Enables and disables the ‘Conference Room Pooling’
function. When enabled, the audio / web room drop-down selections named in point 3 below
are not used when creating a ‘New Web Meeting’ or a ‘New Audio Meeting.’

3. Web / Audio Room Drop-Down Controls: The web and audio room drop-down controls set the
default room that will be used for any of the standard room actions which include ‘New Web
Meeting,” ‘New Audio Meeting,” ‘Start Adobe Connect,’ and ‘Start Click&Meet.” If ‘On Demand
Web Room Creation’ is enabled, the ‘Web Room’ drop-down control has no effect when
selecting ‘New Web Meeting’ because ‘On Demand Web Room Creation’ assumes that a new
room will be created when selecting to create a new web meeting invite. If ‘Conference Room
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10.

Pooling’ is enabled, neither the ‘Web Room’ dropdown control nor the ‘Audio Room’ dropdown
control will have an effect when creating new meeting invites.

New Web Meeting Button: Creates a new Adobe Connect-based meeting invite either using the
default room selected in the “Web Room’ dropdown control or dynamically by generating a
room as is described above in point 1, or ‘Room Pooling’ is enabled as is described in point 2.

New Audio Meeting Button: Creates a new audio only meeting invite either using the default
room selected in the ‘Audio Room’ dropdown control or ‘Room Pooling’ is enabled as is
described in point 2.

Start Adobe Connect: Starts an Adobe Connect conference room which can be selected by using
the ‘Web Room’ drop-down control as described in point 3 above. This option uses your
previously stored Adobe Connect credentials to log into the meeting room with a single-click
and with single sign-on functionality.

Start Click&Meet: Starts an audio conference utilizing the Click&Meet web application. The
audio room is selected by using the ‘Audio Room’ drop-down control as described in point 3
above. This option uses your previously stored MeetingOne credentials to log into the meeting
room with a single-click and with single sign-on functionality.

Web Room Management: Allows the creation, modification, and deletion of Adobe Connect
meeting rooms. In addition, this feature allows the viewing of Adobe Connect room recordings,

content, and the ability to download Adobe Connect room content where applicable.

Account Settings: Displays dialogs related to the configuration and customization of
ScheduleOne.

Synchronize Button: Immediately synchronizes MeetingOne and Adobe Connect settings,
meeting rooms, and related.
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Summary: ScheduleOne allows for the creation of standard meeting invites through a number of
interfaces. This section details the steps and options available for creating standard web or audio
meeting invites.

Method 1: Creating invites utilizing the main ScheduleOne Ribbon Bar.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Advanced Features’ button, followed by ‘Preferences’

Home  Send/Receive  Folder  View  Adddns | MeetingOne ScheduleOne =@
- = o
= "Ll .

New Web New Audio | Advanced
Meeting Meeting | Features
Invitations Preferences

Then select the “Preferences” screen, and then “Account Settings”

File Home Send / Receive Folder View Add-Ins MeetingOne ScheduleOne =] e
%! % {8 web Room: | Training and Support - I_EI E g‘:% (@ web Room: | Editas Med -
OnDemand Web | Conference | &, Audio Room:  Luke Terry Public Toll Free || NewWeb New Audio | Start Adobe Open Web Open Audio | ¥ Create Room =% Modify Room (3 Manage Archives | Preferences
Room Creation Room Pocling Meeting  Meeting Connect  Meeting Meeting -
Standard Invite Options Standard Room Actions Web Room Management
|/“"
Z . L
8 web Room:  Editas Med -

4 Create Room geghﬂndif].r Room g}:";]Manage Archives | Preferences

-

Web Room Management

* = T8
ol 8 |k
Received M Account | Synchronize | [Advanced
= Settings Accounts Features
Preferences

Step 2: Select the ‘Web Room’ or ‘Audio Room’ you want to use for the new meeting invite.

Step 3: Select the ‘New Web Meeting’ or ‘New Audio Meeting’ button and a new meeting invite is
creating accordingly.

Method 2: Creating invites utilizing the Microsoft Outlook Meeting Invite Ribbon Bar.

Step 1: Open Microsoft Outlook and select the ‘Calendar’ accordion control as depicted below.
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L~ Mail
;ﬁ Calendar

&=| Contacts

o] Tasks
=l 3[4 -

Step 2: Select ‘New Meeting’ from the Microsoft Outlook home tab.

Home Send / Receive Fold
| L
= E B B

Mew Mew Mew Mew Lync
Appointment |Meeting =| ltems Meeting

ﬁ Mew Meeting A
L] I Mew Meeting with All
S bl T Wa Th Fr %A b |

Step 3: Select the ScheduleOne Ribbon Bar, followed by selecting the ‘Audio Room’ or ‘Web Room’ you
want to use for the new web meeting invite if not the currently selected room.

FILE MEETING INSERT FORMAT TEXT REVIEW  ADD-INS MeetingOne ScheduleOne

e r =
+| - £&lWeb Room: |Carol - Regular Meeting Room - ] D) S S 45 Web Room: |Carol - Regular Meeting Room - ~
. © By F =

On Demand Web  Conference \ Audio Room: |Carol Nation v Paste Web Paste Audio Start Adobe Start

Room Creation  Room Pooling Meeting  Meeting Connect  Click&Meet
Standard Invite Options Standard Room Actions

+ Create Room 5§ Modify Room © g Manage Archives Account Synchronize
Settings  Accounts

Wieb Room Management Preferences

@ Vou haven't sent this meeting invitation yet.
Next to another appointment on your calendar.

To.

=

Subject

Send
Location ~| | Rooms
Starttime | Wed 1/7/2015 FR| 200 PM - All day event
Endtime  |Wed1/7/2015 3| |230PM -

Step 4: Select the ‘Paste Audio Meeting’ or ‘Paste Web Meeting’ button respectively and a new meeting
invite is creating accordingly.

IMPORTANT NOTE: When the ‘Pate Audio Meeting’ or ‘Paste Web Meeting’ is used, any current contents

of the invite will be erased, so this function should be used prior to adding any customized information
for the invite.
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Method 3: Creating invites utilizing the Microsoft Outlook Calendar View.

Step 1: Open Microsoft Outlook and select the ‘Calendar’ accordion control as depicted below.

L~ Mail
% Calendar

&=| Contacts

| Tasks
wl O3 (& -

Step 2: Right-click on the date or time range in which you want to create a new audio or web meeting
invite.

NOTE: All Microsoft Outlook calendar views are supported for this method which includes the day, work
week, week, and month calendar perspectives.

% Mew Appointment !
Mew All Day Event
E Mew Meeting Reguest 1

JE Mew Fecurring Appointment
Mew Recurring Event

Mew Recurring Meeting

1

% Today |
Go to Date...

o Color L4

Calendar Cptions...

.g. View Settings...
@ New Audio Meeting
@I Mew Web Meeting 1

Step 3: Select the ‘New Audio Meeting’ or ‘New Web Meeting’ button on the calendar context menu
and a new invite is created accordingly.

Method 4: Creating invites from the Microsoft Outlook ‘New Items’ menu.

Step 1: Open Microsoft Outlook and select the ‘New Items’ drop-down button control.
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Home Send /Receive
u == i lgnaore
1 o

G Clean Up ~
Mew | New Delete

E-mail |Items &J””k'
N 39 E-mail Message
4 Fave [ Appointment
L= @ Meeting
A &= Contact

4 mols ‘__}] Task
= E5  Text Message [SMS)
2 E-mail Message Using »
= Mare ltems 3
& @ New Audio Meeting
"3 @ New Web Meeting
L-‘E FEI Lync Meeting
e —

Step 2: Select the ‘New Audio Meeting’ or ‘New Web Meeting’ button and a new invite is created
accordingly.

Summary: ‘On Demand Web Room Creation’ is a feature that allows Adobe Connect hosts to generate
new meeting rooms on the fly when a new web meeting invite is created. In addition to simply creating
new Adobe Connect rooms, templates can be created that instruct ScheduleOne on how the room
should be created. All options to create a room through the Adobe Connect portal are supported in
creating templates for generating dynamic web rooms.

NOTE: Reference ‘On Demand Web Room Creation Settings and Confiquration’ within this document in
order to create or customize on demand web room creation templates.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Advanced Features’ button, followed by ‘Preferences’

Home  Send/Receive  Folder  View  Adddns | MestingOne ScheduleOne o @
= e -
By Sa

Mew Web Mew Audio | Advanced

Meeting Meeting | Features
Invitations Preferences

Then select the “Preferences” screen, and then “Account Settings”

File Home  Send/Receive  Folder  View  Addns | MeetingOne ScheduleOne a @
%! % {8 web Room: | Training and Support - =t a £ Lg® Lg8 @ webroom: Edtas Med -
OnDemand Web | Conference | &, Audio Room: | Luke Terry Public Toll Free = NewWeb New Audio | Start Adobe Open Web Open Audio | ¥ Create Room =% Modify Room §3 Manage Archives | Preferences
Room Creation  Room Paoling Meeting Meeting  Connect  Meeting  Meeting M
Standard Invite Options Standard Room Actions Web Room Management
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8 web Room:  Editas Med -
4r Create Room geé_’hﬂudify Room @Manage Archives Preferences

-

» IE [—===)
o &l 0@ [
Received M Account | Synchronize | |Advanced
= Settings Accounts Features

Preferences

Web Room Management

Step 2: Use any number of methods mentioned in the preceding section, ‘Creating Meeting Invites’ in
order to create an Adobe Connect-based invite.

Step 3: You will be prompted with the ‘On Demand Web Room Creation’ dialog box as illustrated below.
Enter the ‘Room Name’ and ‘Room URL.’

 On Demand Web Room Creation E‘E‘g

Web Room Creation Details
Room Name (B0 Character Max):

Room URL (60 Character Max):

Cn Demand Web Room Creation Template: [Defaul.t Template - l

Email Template: [MyWeb Template ']

Step 4: Select the ‘On Demand Web Room Creation Template’ you want to use for the Adobe Connect
room creation process if not the default.

Step 5: Select the appropriate ‘Email Template’ you want to use for this newly created room.

Step 6: Select the ‘Create Web Room’ button to create the Adobe Connect room and display the newly
created invite with your new Adobe Connect room information.
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Creating a New Room Pooled Meeting Invite

Summary: ScheduleOne supports a concept called ‘Room Pooling.” Room pooling prevents the
scheduling of back-to-back meetings with the same Adobe Connect room and/or MeetingOne audio
room respectively. This feature can be extremely beneficial for those organizations that are security
sensitive and are seeking a convenient way to schedule meetings so that consecutive scheduled meeting
participants don’t attempt to join an ongoing meeting from a previously scheduled event. The following
section illustrates how to use the ‘Room Pooling’ feature within ScheduleOne.

NOTE: Reference ‘Room Pooling Settings and Confiquration’ within this document in order to configure
audio and/or web rooms for room pooling.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Conference Room Pooling’ toggle button.

IMPORTANT NOTE: ‘On Demand Web Room Creation’ and ‘Conference Room Pooling’ cannot be enabled
at the same time. If you select ‘Conference Room Pooling,” ‘On Demand Web Room Creation’ will toggle
to disabled and vice versa.

HOME  SEND /RECEIVE  FOLDER ~ VIEW  ADD-INS = MeetingOne ScheduleOne ATTACHMENTS

) - =
! 2 d&lweb Room: |Carol - Regular Meeting Room - 'C) .-..\’, ‘O‘.\‘, & Web Room: |Carol - Regular Meeting Room -

On DemandWeb  Conference  §, Audio Room: |Carol Nation ~| New Web New Audio Start Adobe  Start + Create Room PF Modify Room .3 Manage Archives  Account  Synchronize
Room Creation  Room Pooling Meeting Meeting Connect  Click&Meet Settings  Accounts
Standard Invite Options Standard Room Actions Web Room Management Preferences

Step 2: Use any number of methods mentioned in the ‘Creating Meeting Invites’ section of this
document in order to create a new invite. Notice that the room chosen for the invite is a room
specifically created by you for room pooling and that your default room was overridden with a pooled
room chosen by ScheduleOne.

To...

Subject:
Send
Location: https://meetingone.adobeconnect.comfohnsmithpoolweb1/
Start time: Tue 11,/25/2014 = | [2:00 PM - D All day event
End time: Tue 11/25/2014 - |Z30PM -

Meeting Name: John Smith Pool Web 1
Invited By: John Smith (jsmith@company.com)

Conference Number(s): United States: +1 (388)-838-8583
MeetingOne Conference Room Number: 888-888-8888I
URL to additional access numbers: http://www.meetingone.com/Access Phone Mumbers

To join the meeting: https://meetingone.adobeconnect.com/johnsmithpoolwebl/

[fyou have never affended 5 Adobe Connect mesting before:

Test your connection: Affp-imeetingone adobeconnect comcommenhelpen'supportimeeting fest htm
Gef 3 quick overview: bt www: sdobe. com/ga/iconnectoro ovengew
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NOTE: /f you have not setup any web or audio rooms for room pooling, you will receive the below
warning message. Reference ‘Room Pooling Settings and Configuration’ within this document in order to
configure audio and/or web rooms for room pooling.

MeetingOne Adobe Connect Bulk Upload Utility -

Room Pooling is currently enabled, but there are no audio rooms
available for pooling. Please setup room pooling on your audio rooms
through 'Account Settings’

Step 3: Add any additional information to the meeting invite along with selecting the corresponding
attendees and the date/time for the new meeting invite followed by selecting the ‘Send’ button.

Resolving Room Pooled Meeting Invite Conflicts

Summary: When a room pooled meeting invite is scheduled or re-scheduled, ScheduleOne examines
any adjacent meeting invites to determine if the adjacent meeting is a room pooled invite along with
determining if room pooling is currently enabled. If room pooling is currently enabled and an adjacent
invite is in direct conflict with the currently open meeting invite, ScheduleOne will either prompt you to
determine what course of action is necessary to resolve the conflict or ScheduleOne will resolve the
conflict automatically if ‘Enable Automatic Conflict Resolution’ is enabled within the ‘Room Pooling
Settings’ configuration; reference ‘Room Pooling Settings and Configuration’ in order to configure
automatic conflict resolution. The following section describes the scenarios and workflow for room
pooling conflict resolution.

Step 1: Follow the steps in the preceding section, ‘Creating a New Room Pooled Meeting Invite’ in order
to create an initial room pooled meeting invite.

Step 2: Create another room pooled invite in the same manner as step 1, but for purposes of this
exercise ensuring that the newly created meeting invite is scheduled at least an hour away from the
initial invite created in Step 1. You will notice that if you look at the details of each meeting invite, that
the room information is identical.

Pool Test ; https

Pool Test 1; hitps

NOTE: If you create a new meeting in Step 2 and the start/end times happen to line-up back-to-back with
Step 1’s newly created meeting invite, you will notice that when the new meeting invite was created in
Step 2, it was created ensuring that the room information from Step 1 is not the same room information
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that is presented in Step 2. This is by design and since this was a new meeting invite and not a re-
scheduled meeting invite, conflict resolution steps were not necessary.

Step 3: Open the room pooled invite that was created in Step 1, followed by changing the scheduled
start or end time to line-up against the opposite meeting invite created in Step 2.

=] §
cend | Subject: Pool Test 2

Update

Location: | https: g ) P 17

Starttime; | Tue 11/25/2014 - |s:30PMm ~ | [0 All day event

End time: Tue 11/25/2014 v | 6:00 PM o

Room Pooling Conflict Resolution
Meeting Name: John Smith Pool Web 1

Invited By: John Smith ([smith@company.com) The room posling scheduling monitor detected that you are about to
schedule = mesting back-io-back ith the same meeting room informatien
Conference Number(s): United States: +1(388)-888-3838 Please seleot an option below to resolve the conflct
One C Room Corfiict Resalution

URL to additional access numbers: http://www.meetingone.com/Access Phone Numbers

I Resolve the Conflict |

To join the meeting: https://meetingone.adobeconnect.com/johnsmithpoolwebl/ ‘

Allow the Conflict |

[Fyou have never attended 2 Adobe Connect mesting before

Tast your Imesti G & ing testim
Get 3 quick overview: httn /isww sdoh overview

MeetingOne and the MeetingOne logo are sither registered trademarks or frademarks of MestingOne.com Corp. in the United States andior ofber courtrizs.

NOTE: If you change one of your room pooled meeting invites so that the meeting overlaps another
pooled invite, you will receive the same conflict resolution dialog as shown above. If automatic conflict
resolution is enabled, you will notice that the room information changed immediately when you
rescheduled the room pooled invite to either line up adjacent to another room pooled invite or the room
pooled invite was scheduled to overlap an existing room pooled meeting invite.

Step 4: You can either choose to resolve the conflict or allow the conflict to take place. If you choose the
‘Allow the Conflict’ button, followed by the ‘Ok’ button, no changes will be made by ScheduleOne to
your meeting invite. If you choose the ‘Resolve the Conflict’ button followed by the ‘Ok’ button, the
‘Room Pooling Conflict Resolution’ dialog is closed and all room information and dynamic fields that
were used within your email template will be modified and updated with the new room information as
illustrated below. Select the ‘Send Update’ button in order to send the updated meeting room
information to the meeting attendees.

-
Send Subject: Pool Test 2|

UREEE o ation: f ct.com/j 2/

Starttime: | Tue 11/25/2014 - | |5:30PM + | [ an day event

End time: | Tue 11/25/2014 ~ | &00PM -

Meeting Name: John Smith Pool Web 2
Invited By: John Smith ([smith@company.com)

conference Number(s): United States: +1(777)-777-7777
MeetingOne Conference Room Number: 777-777-7777
URL to additional access b http://www.meetingone.com/Access Phone Numbers

To join the meeting: https://meetingor lok wnect.com/johnsmith Iweb2/

Hfyou have nev: & Adobe Connect

Test yaur connestion: fest him
Get a quick overview: Ji overview

MstingOne and the MestingOne logo are sither registered trademarks ar trademarks of MeetingOns.com Corp. in the United States and'or ather countries

IMPORTANT NOTE: ScheduleOne monitors all room pooled meeting invites, so that in any calendar
perspective within Microsoft Outlook and in any way the room pooled meeting invite is changed or
updated, the ‘Room Pooling Conflict Resolution’ dialog will be displayed or the conflict will be
automatically resolved if ‘Enable Automatic Conflict Resolution’ is enabled. The above steps are just to
illustrate how room pooling works and what to expect when a conflict does occur.
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Summary: ScheduleOne supports the ability to start an Adobe Connect conference room right from
Microsoft Outlook. This option uses your previously stored Adobe Connect credentials to log into the
meeting room with a single-click and with single sign-on functionality. The following steps detail the
workflow necessary to automatically start an Adobe Connect conference room of your choice.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Advanced Features’ button, followed by ‘Preferences’

Home  Send/Receive  Folder  View  Adddns | MestingOne ScheduleOne o @
= e -
By Sa

Mew Web New Audio | Advanced
Meeting Meeting | Features
Invitations Preferences

Then select the “Preferences” screen, and then “Account Settings”

File Home  Send/Receive  Folder  View  Addns | MeetingOne ScheduleOne a @
%! % (@ web Room: | Training and Support - =t 2 lﬁ, _gﬁ _38 (& web Room: | Editas Med -
OnDemand Web | Conference | &, Audio Room: | Luke Terry Public Toll Free = NewWeb New Audio | Start Adobe Open Web Open Audio | ¥ Create Room =% Modify Room §3 Manage Archives | Preferences
Room Creation  Room Paoling Meeting Meeting  Connect  Meeting  Meeting M
Standard Invite Options Standard Room Actions Web Room Management
] . [/
i& web Room: Editas Med -

E5=)

4 Create Room _?g)jMndif].r Room gghdanage Archives | Preferences

-

“h
Received M Account | Synchronize | |Advanced
Settings Accounts Features

Web Room Management

Preferences
Step 2: Select the “‘Web Room’ that you want to have startup when you select the ‘Start Adobe Connect
button on the ScheduleOne Ribbon Bar.

’

Step 3: Select the ‘Start Adobe Connect’ button on the ScheduleOne Ribbon Bar. Immediately, your
default browser will open and your Adobe Connect room will startup automatically without requiring
credentials for access.
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Summary: ScheduleOne supports the ability to start a Click&Meet based audio conference room right
from Microsoft Outlook. This option uses your previously stored MeetingOne credentials to log into the
meeting room with a single-click and with single sign-on functionality. The following steps detail the
workflow necessary to automatically start a Click&Meet audio conference room of your choice.

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below.

HOME  SEND /RECEIVE ~ FOLDER ~ VIEW  ADD-INS = MeetingOne ScheduleOne ATTACHMENTS

) e r\ —
= e o0m: arol - Regular Meeting Room - 'C) ®. o, b e oom: Carol - Regular Meeting Room -
! | [l web R Carol - Regular M R { &% 2% Ewepk Carol - Regular M R

On Demand Web  Conference (\ Audio Room: |Carol Nation - New Web New Audio Start Adobe Start + Create Room nf Modify Room :.dManage Archives Account Synchronize
Room Creation  Room Pooling Meeting Meeting Connect  Click&Meet Settings  Accounts
Standard Invite Options Standard Room Actions Web Room Management Preferences

Step 2: Select the ‘Audio Room’ that you want to have startup when you select the ‘Start Click&Meet’
button on the ScheduleOne Ribbon Bar.

Step 3: Select the ‘Start Click&Meet’ button on the ScheduleOne Ribbon Bar. Immediately, your default

browser will open and your Click&Meet based audio conference room will startup automatically without
requiring credentials for access.
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Summary: ScheduleOne supports the ability to create and manage Adobe Connect meeting rooms
directly from Microsoft Outlook. In addition to creating and managing Adobe Connect rooms, you can
also manage and view Adobe Connect meeting recordings and archives. The following sections detail the
options and steps necessary to create and manage your Adobe Connect meeting rooms, recordings, and
archives.

Creating New Adobe Connect Room

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below. Examine the ‘Web Room Management’ grouping within the ScheduleOne Ribbon Bar as
illustrated below. Select the ‘Create Room’ button to start creating a new Adobe Connect room.

HOME  SEND /RECEIVE  FOLDER ~ VIEW  ADD-INS = MeetingOne ScheduleOne ATTACHMENTS

e [ E=
! ) 4=l web Room: |Carol - Regular Meeting Room - ) .'..\', .u‘.\'. & Web Room: |Carol - Regular Meeting Room M

On DemandWeb  Conference  {, Audio Room: |Carol Nation ~| New Web New Audio Start Adobe  Start # Create Room B Modify Room [ Manage Archives Account Synchronize
Room Creation  Room Pooling Meeting Meeting Connect  Click&Meet Settings  Accounts
Standard Invite Options Standard Room Actions ‘Web Room Management Preferences

Step 2: After you select the ‘Create Room’ button on the ScheduleOne Ribbon Bar, the “‘Web Room
Management’ dialog will appear as illustrated below. Navigate through all the tabs as necessary
selecting all pertinent options for your new Adobe Connect room. Reference ‘Adobe Connect Room
Creation Option Descriptions’ within this document to view a brief description of all options and their
purpose.

@) Web Room Management -|o[x]

File

General Mesting Information | Meeting Summary | Attendees

General Room Details
Room Name (B0 Character Max): | |
Room URL (80 Character Max): | |

Augio Proile: |Nons v]
Language: |Eng\ish v|
Meeting Times
Start Time: [11/25/2014 ERIEEE
End Time: [11/25/2014 EMIEERES
Meeting Template
Template: | None v|
Access

) Only registered users may enter the room (guest access is blocked)
(®) Only registered users and accepted guests may enter the room

() Anyone who has the URL for the meeting can enter the room

Cancel Create Room

Step 3: Select the ‘Create Room’ button on the ‘Web Room Management’ dialog in order to create your
new Adobe Connect room within your Adobe Connect instance. After the room is successfully created,
the ‘Web Room Management’ dialog will automatically close and you will be able to locate your newly
created room in all areas of ScheduleOne respectively and where applicable.
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Modify an Existing Adobe Connect Room

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Advanced Features’ button, followed by ‘Preferences’

Home Send /Receive  Folder  View  Adddns | MeetingOne ScheduleOne > @
= R
New Web New Audio | Advanced

Meeting Meeting Features
Invitations Preferences

Then select the “Preferences” screen, and then “Account Settings”

File. Home  Send/Receive  Folder  View  Adddns | MeetingOne ScheduleOne o @

%9 . : @ e . $

b4 {8 web Room: | Training and Support - = o 8 web Room:  Editas Med -

On Demand Web Conference R, Audio Room: Luke Terry Public Toll Free T NewWeb New Audio | Start Adobe Open Web Open Audio | ¥ Create Room z(é Modify Room Q} Manage Archives | Preferences
Room Creation  Room Pacling Meeting  Meeting Connect  Meeting  Meeting -

Standard Invite Options Standard Room Actions Web Room Management

.
. b
8 web Room:  Editas Med -

4r Create Room ze;hﬂudify Room @Manage Archives Preferences

-

ol ? =] E :%@
= | &
Received M Account | Synchronize | |Advanced
= Settings Accounts Features

Preferences

Web Room Management

Step 2: After you select the ‘Modify Room’ button on the ScheduleOne Ribbon Bar, the ‘Web Room
Management’ dialog will appear as illustrated below. Navigate through all the tabs as necessary
modifying all pertinent options for your existing Adobe Connect room. Reference ‘Adobe Connect Room
Creation Option Descriptions’ within this document to view a brief description of all options and their
purpose.

(@) Web Room Management [- [ =

File

General Mesting Information | Meeting Summary I Attendees

General Room Details
Room Name (60 Character Max): [John Smith's Room |

Reom URL (60 Character Max): |/johnsmithroom.

Audio Profile: |Nune v |
Language: | English v |
Meeting Times
Start Time: [11/19/2014 E~|[m0rm [
End Time: [11/13/2014 B~ |[0330rm [
Meeting Template
Template: | Mone v |
Access

() Only registered users may enter the room (guest access is blocked)
(®) Only registered users and accepted guests may enter the room
() Anyene who has the URL for the meeting can enter the room

Cancel Modify Room
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Step 3: Select the ‘Modify Room’ button on the ‘Web Room Management’ dialog in order to save your
modifications of your Adobe Connect room within your Adobe Connect instance. After the room is
successfully modified, the ‘“Web Room Management’ dialog will automatically close.

46 |Page



@ MeetingOne

Deleting an Existing Adobe Connect Room

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Advanced Features’ button, followed by ‘Preferences’

Home Send / Receive Folder  View  Adddns MeetingOne ScheduleOne > @
ia (R
New Web New Audio | Advanced

Meeting Meeting Features
Invitations Preferences

Then select the “Preferences” screen, and then “Account Settings”

File Home  Send/Receve  Folder  View  Adddns | MeetingOne ScheduleOne - @
&0 . = @ I ,
b {8 web Room: | Training and Support - | o 8 web Room:  Editas Med - -
On Demand Web Conference R, Audio Room: Luke Terry Public Toll Free T NewWeb New Audio | Start Adobe Open Web Open Audio | ¥ Create Room g(éMod\ry Room @,Manage Archives | Preferences
Room Creation  Room Pooling Meeting Meeting  Connect  Meeting  Meeting -
Standard Invite Options Standard Room Actions Web Room Management
i
. b
8 web Room:  Editas Med -
. o .
4r Create Room ;"es Modify Room Q Manage Archives | Preferences
-

Web Room Management

ol ? =] E :%@;
= | &
Received M Account | Synchronize | |Advanced
= Settings Accounts Features

Preferences

Step 2: After you select the ‘Modify Room’ button on the ScheduleOne Ribbon Bar, the ‘Web Room
Management’ dialog will appear as illustrated below with all the current details of your existing room.

(@) Web Room Management |- = =

File

General Meeting Information ‘ Meeting Summary | Atendees |
General Room Details
Room Name (60 Character Max): |John Smith's Room \

Room URL (60 Character Max): | /ohnsmithroom.”

Audio Profile: ‘Nane v ‘
Language: | English v]
Meeting Times
Start Time: [11/18/2014 B~ |[00PM  [2
End Time: [11/19/2014 @~ | [m330rm [
Meeting Template
Template: ‘Nane v‘

Access
() Only registered users may enter the room (guest access is blocked)

(®) Only registered users and accepted guesis may enter the room
() Anyane who has the URL for the meeting can enter the room

Cancel Modify Room

Step 3: Select the ‘File’ menu button at the top of the ‘Web Room Management’ dialog followed by
selecting the ‘Delete Room’ button.
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@ Web Room Management - | o [

File
1 Delete Room Meeting Summary | Attendees

Close
Foom Mame (60 Character Max) |Juhn Smith's Room ‘

Reom URL (60 Character Max): | /johnsmithroom.’

Audio Profile: [None vl
Language: | English v ‘
Mesting Times
Start Time: [11/13/2014 B~ ] [ozm0orm [
End Time: [11/19/2014 EMIEETIS)
Meeting Template
Template: | None Y] ‘
Access

) Only registered users may enter the room (guest access is blocked)
(®) Only registered users and accepted guests may enter the room
() Anyone who has the URL for the meeting can enter the room

Cancel Medify Room

Step 4: You will be prompted to confirm the room deletion with the following confirmation dialog.
Select the ‘Yes’ button in order to permanently delete the room.

MeetingOne Account Settings z

You are about to delete this Adobe Connect room and all associated
£ I}. recordings and settings related to this conference room...
Are you sure you want to continue?

Managing Adobe Connect Recordings and Archives

Step 1: Open Microsoft Outlook and navigate to the ScheduleOne Ribbon Bar as illustrated in the figure
below, followed by selecting the ‘Advanced Features’ button, followed by ‘Preferences’

Home Send/Receive  Folder  View  Adddns | MestingOne ScheduleOne @

g "B
New Web Mew Audio | Advanced

Meeting Meeting | Features
Invitations Preferences

Then select the “Preferences” screen, and then “Account Settings”

File. Home  Send/Receive  Folder  View  Addns | MeetingOne ScheduleOne a @
4! E? {8 web Room: | Training and Support - = am} @ @ {8 web Room: | Editas Med - 4
OnDemand Web | Conference | &, Audio Room: Luke Terry Public Toll Free ~ | NewWeb New Audio | Start Adobe Open Web Open Audia | * Create Room =% Modify Room 3 Manage Archives | Preferences
Room Creation  Room Pooling Meeting Meeting  Connect  Meeting  Meeting M
Standard Invite Options Standard Room Actions Web Room Management
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8 web Room:  Editas Med - e
4r Create Room %Mudify Room @Managehrchiv&s Preferences

‘ Web Room Management ‘ ‘

Account | Synchronize | |Advanced

| Received
Settings Accounts Features

Preferences

Step 2: Select the appropriate Adobe Connect room related to the recordings and archives you wish to
view or manage by selecting the appropriate ‘Web Room’ under the ‘Web Room Management’ grouping
on the ScheduleOne Ribbon Bar.

Step 3: Select the ‘Manage Archives’ button to start managing existing Adobe Connect room recordings
and archives. There are two tabs within the ‘Web Room Archives’ dialog as illustrated below. The ‘Web
Room Recordings’ tab allows you to view or delete recordings; the “Web Room Files’ tab allows you to
view, download, or delete archives.

NOTE: The following steps apply to both recordings and archives. Simply select the appropriate tab
within the ‘Manage Archives’ dialog to either manage archives or recordings respectively.

@ Web Room Archives =8 x
Web Room Recordings |Web Room Files |

Mame | Type | Start | End | Duration | Location | |
Test Recording | archive | 11/25/2014 3:32PM  11/25/2014 3:41 PM |9 https://meetingone adobeconnect com/pZbeytqlales

Step 4: To view a recording or archive, select the ‘View’ button within the grid view on the appropriate
tab next to the recording or archive you want to view. When you select the ‘View’ button, your default
browser will automatically open and you will be logged into your recording single sign-on with your
previously stored Adobe Connect credentials; the recording will auto-play as soon as it’s opened.

NOTE: Some archives are not directly viewable, such as .zip files. In some cases, the button will serve to
download the content versus actually viewing the content.

Step 5: You can delete a recording or archive by selecting the ‘Delete’ button next to the recording or
archive you want to delete. You will be prompted with a confirmation dialog as shown below; select the
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‘Yes’ button to confirm the deletion and your respective recording or archive will then be removed from
the grid view and your Adobe Connect instance accordingly.

MeetingOne Client Power Toolkit P

You are about to delete this recording from your Adebe Connect room;
i I_l are you sure you want to continue?
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Adobe Connect Room Creation Option Descriptions

Summary: The following section defines all available options for creating an Adobe Connect room along
with a brief description and definition of each option.

File

General Meeting Information | Meeting Summary | Attendees |
General Room Details

1 Room Name (60 Character Max): |

2 Room URL (60 Character Max): |

3 Audio Profile: | None

4

Language: | English

Start Time: |11/26/2014 B~ | |03:00AM

End Time: [11/26/2014 B~ ||03:30AM

Template: | MNone

() Only registered users may enter the room (guest access is blocked)
(®) Only registered users and accepted guests may enter the room
() Anyone who has the URL for the meeting can enter the room

| General Mesting Information | Mesting Summary | Attendees |
Summary
Max Length = 4000 Characters a8
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| General Meeting Information | Meeting Summary | Attendees |

Available Users and Groups - 9 Cument Paticiparts 10
MName Email ~ MName Role Login

1 s Prit © bt Sy ot @restrpmmcon

Training Managers Training Managers

Leamers Leamers

Authors Authors

Administrators Administrators

Meeting Hosts Meeting Hosts

& | Sophie Lal slal@meetingone .«

&, | Pascal Lenoir plencir@meetingor 15

8, | Fwenasl Hanan nhanan@mestina

< 1] > < 1] >

11 Search: | Search: | |
12 :!3 14 — | Permissions | | Remove |

Room Name: Name of the newly created Adobe Connect meeting room.
Room URL: URL of the newly created Adobe Connect meeting room.

Audio Profile: This drop-down control lists all available audio profiles that can be associated to
an Adobe Connect meeting room. ‘None’ stipulates that an audio room should not be associated
with this Adobe Connect room; the ‘None’ value is used when an Adobe Connect room will use
VOIP-based audio only.

Language: Specifies the default language to be used for this Adobe Connect room.
Start Time: The start time of the newly created Adobe Connect meeting room.
End Time: The end time of the newly created Adobe Connect meeting room.

NOTE: Although this value holds no real value when dynamically generating Adobe Connect
rooms, it is important that a start time and end time be associated to a newly created meeting
room to avoid notification problems when sending invites to participants through the Adobe
Connect portal. This value can remain unchanged with no impact to the newly created room.

Access: Only registered users may enter the room. (guest access is blocked) This is the most
restrictive option when setting up security access for an Adobe Connect room. This access type
stipulates that only users that are in the ‘Attendees’ list which is populated on the ‘Attendees’
tab will be able to enter the conference.

Access: Only registered users and accepted guests may enter the room. This access type allows
all attendees that are populated on the ‘Attendees’ tab to enter the conference room
automatically. Guest access will need to be approved by the meeting host in order to enter the
Adobe Connect conference room.

Access: Anyone who has the URL for the meeting can enter the room. This access type allows
anyone that accesses the meeting room URL to enter the room regardless of attendees being
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populated in the ‘Attendees’ tab. If this option is set, there is open access to the Adobe Connect
conference room.

10. Meeting Summary: Provides a summary or agenda for the Adobe Connect meeting room. This
field can be used to provide a description for the meeting room or it could be populated with an
agenda which will be displayed to participants when a meeting invite is sent from the Adobe
Connect portal.

11. Available Users and Groups: This is a complete list of existing users and groups that currently
exist within your organization’s Adobe Connect instance. You can add any number of the
available users and groups to the ‘Current Participants’ list. This list is especially important when
restricting access to an Adobe Connect meeting room. Reference points 5, 6, and 7 within this
section for description of access types and how attendees are impacted based on access type.

12. Current Participants: Current participants are participants that have been currently added as
attendees to the Adobe Connect meeting room. Any creation of a meeting room automatically
will associate the host or creator of the meeting room to the ‘Current Participant’ list
automatically with the role of ‘Host’.

NOTE: Multiple users can be added and removed from the ‘Current Participants’ grid by holding
down the ‘Ctrl’ key while selecting attendees from the list. You can also select a block of users to
add to the attendees list by holding down the ‘Shift’ key while selecting attendees from the list.

13. Available Users and Groups — Search: Allows the ability to search for attendees in the available
users and groups list.

14. Available Users and Groups — Add: Adds participants to the ‘Current Participants’ list.

15. Current Participants — Search: Allows the ability to search for attendees in the ‘Current
Participants’ list.

16. Current Participants — Permissions: This option allows the ability to change the role of a
meeting attendee. Below is an illustration of the dialog with the ability to change attendee roles.
Adobe Connect currently supports four different attendee roles: Host, Presenter, Participant,
and Denied.

Web Room Permissions
Set User Role

(®) Participant
() Presenter
() Hest

() Denied

NOTE: You can change multiple attendee roles at the same time by using the ‘Ctrl’ or ‘Shift’ key
respectively to select multiple participants prior to selecting the ‘Permissions’ button.
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