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‘ Conference registration manual

MeetingPlaza offers following user manuals based on your requests.

o Conference Manual for the first time
Conference Manual for the first time

o Conference Administrator Manual
For how to create a new conference room

o User Reference manual
For users to learn detailed features and how to use

e System Administrator Reference Manual
Management of meeting rooms and users (for on premise)

« Reference manual for Chairperson or Administrator, Lecturer
The supplementary information of manual mentioned above

o MeetingPlaza for Mac Operation Manual

For how to join a web conference under Mac OS

o MeetingPlaza Mobile for iPad / iPhone Operation manual

For how to join a web conference from iPad or iPhone

o MeetingPlaza Mobile for Android Operation manual
For how to join a web conference under Android OS
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1 Introduction

Thank you for using MeetingPlaza as your collaboration Tool
This manual is design to help you set up peripherals, enter a Conference room to
the conference room, and explain the various features of MeetingPlaza

1-1 Overview of this Manual

When the following symbols are used <> and [ ] in this manual they represent the following:

<>: Represents what you will see on the screen
[ ]: Represent when you are given a choice of a set of values from a pull down menu.

(Example of screen)

Choose from the list

| =
28.8Kbps Modem (Sending: 22Kbps, Receiving: 22Kbps)
56Kbps [Sending: 38Kbps, Receiving: 38Kbps)

ISDN [Sending: 52Kbps, Receiving: 52Kbps)

ADSL / Cable Modem (Sending: 53Kbps, Receiving: 160Kbps)
ADSL / Cable Modem [Sending: 120Kbps, Receiving: 300Kbps)
ADSL / Cable Modem [Sending: 240Kbps, Receiving: 5S00Kbps)
ADSL / Cable Modem (Sending: 500Kbps, Receiving: 1.2Mbps)
FTTH [Sending: 1.0Mbps, Receiving: 3.0Mbps)

LAN [Sending: 1.5Mbps, Receiving: 2.0Mbps)

LAN [Sending: 4.0Mbps, Receiving: 6.0Mbps)

—

(Explanation example)
The value of <Choose from the following list> is set to [FTTH 1.0Mbps(sending),
3.0Mbps(receiving)].

The hint and the wording that relates to the content of the description are shown as follows.

Content of hint or wording

1-2 What is Web conference?

It is a remote conference through the Internet done with a personal computer, using a web

browser with and a mic, speakers and a camera.



1-3 What can you do with MeetingPlaza?

With MeetingPlaza, the following functions are provided.

Communications among participants of the conference are accomplished with a voice,

video, chat, and a whiteboard.

Files such as PowerPoint, word, excel, etc. can be view along with the video feeds of the

conference attendees.

1-4 Necessary equipment for conference

participation

A personal computer, internet connection, mic or headset, speakers, and a web cam are needed

for MeetingPlaza. Details of the necessary equipment are shown below.

PC (ON Windows Vista SP2
Windows 7 SP1
Windows 8.1"!
Windows 10"
CPU Intel Core 2 Duo or higher™
Hard Drive 200MByte or more available space
Memory 2GB or more
Web Browser Internet Explorer 7.0/8.0/9.0/10.0/11.0, Microsoft Edge
Firefox ", Google Chrome **
Network device ADSL, Broadband
(28.8Kbps or faster)
Sound Headset / Microphone with echo cancelling , Speakers,
/ webcam should be equipped with echo cancelling.
Video Capture (Option) Webcam / Digital video camera that can be connected with an

i-Link(IEEE1394)

*1 ModernUI or WindowsRT is not compatible.

*2 The best way to utilize application sharing and high quality high resolution video streaming is to use a high

performance computer. To share an application, the site to start sharing is recommended to use a computer that is

Core i5 or higher.

Site to be shared is suggested with a Core2 Duo or higher.

*3 Mobile, Mobile Enterprise or [oT Core is not compatible.

*4 Confirmed with updates up to June 2016.




* Some characters or symbols used in room name, user ID, name/contents of shared file or chat may not displayed
correctly if they are OS or device platform-dependent.

* Client installed or deployed on virtual machines, thin client or remote desktop are not supported.

* We do not recommend using any OS, the browser's products or any version that is no longer supported by the
authorized vendor(s).

* For more information on Mac, iOS and Android, please refer to its operation manual, respectively.



2 Portal Screen

MeetingPlaza based to access the various features of the portal screen is called.

There are two types of Portal screen as follows.

1) For users ...http:// 'FQDN of your server machine'/portal/portal.cgi

2) For system administrators ...http:// 'FQDN of your server
machine'/portal/portal admin.cgi

2-1 Top page for users

From the top page for users, users can login to the System Ad hoc room and Reservation/Ad

hoc room, Server recording viewer (Option), and Manual.

(¢ B2 ¢

File Edit VYiew Favorites Tools Help

*meectingplaza’

_ s
ey
ok L

me| MeetingPlaza Top page for ... |

I Top page for users

System Adhoc Room Reserve and Adhoc Room

; Entrance i Conferenece scheduler
r:) Reservation entrance “ ID Login

Recording Viewer Help

-
& | Server recording viewer First step guide (in conference) [ PDF
5 g vien ¢ p guide ( ) [PDF]

» Local recording viewer

& |Conference Administrator Marual [ FDF ]
L]
& |Chairperson and lecturer's role [ PDF ]
L]
& |Reference manual for user [ PDF ]
Ls]

@) Get Clicat Tnstaller [ Win ][ Mac ] [ Android ] [i05 ]

Copyright(C) 2002-2014 MeetingPlaza Business Division, NTT-IT Corp. All rights reserved.



Features for users aer as follows.

Menu items Function
System Adhoc Room
Entrance Open the System Ad hoc Login Tool Conference Room page.

Reservation Entrance

Open the System Ad hoc Login Tool Conference Room page. (for

reservation)

Recording Viewer

Server recording viewer (Option)

Open View and Edit Record page.

Local recording viewer (Option)

Open local reproduction page.

Reserve and Adhoc Room

Conference Scheduler

Open the Conference Scheduler login page.

ID Login

Open the ID Login page.

Help

First step guide (in conference)

Introductory operations manual for preparation and operation of a

conference.

Conference Administrator Manual

This manual provides a summary of functions that are listed on

conference administrator page.

Chairperson and lecturer's role

Detailed manual for authority of chairperson and lecturer. This

manual is helpful to know what they can do.

Reference manual for user

MeetingPlaza complete operations manual.

Get Client Installer

Download a client installer.

2-2 Top page for system administrators

"Top page for users" in addition to content, "System administrator functions", "System

administrator manuals" are displayed.




File Edit View Favorites Tools Help

e°|"‘9 0 « & |[ 78 mectingPlaza Top page for .. | | ) ok Tt

*meetingplaza’

I Top page for system administrators

Detailed

System Adhoc Room Administration
System Adhoc Conferene Rooms
Group
Conference Room Managers
List of Conference Room Managers
New manager registration

Common address Import/Export

System Configuration
All conferences configuration

Set logos

Portal configuration

Set message to users

Announcement for Conference Room Managers
Announcement for User

Record Viewer management

System manager password

License information

This server ( ) is licensed for 0/ 144 (used / max) simultaneous logins. Now checking consumption of client license number.

Copyright(€) 2002-2014 MeetingPlaza Business Division, NTT-IT Corp. Al rights reserved.

Usage
Daily usage
Monthly usage
Congestion level
MRTG (User)
MRTG (Network)

System Administrator Manuals
System Administrator Reference manual [ PDF ]
Release Note

> Users Portal

"System administrator” for the feature is as follows.

Menu items

Function

System Adhoc Room Administration

System Adhoc Conference Rooms

Open the system Adhoc conference room administration page.

Group

Open the system Adhoc conference room group administration

page.

Conference Room Managers

List of Conference Room Managers

Open the list of conference manager. Open the conference admin.

New manager registration

Open the conference room manager registration page.

Common address Import/Export

A page to import or export common address book from CSV file.

System Configuration

All conferences configuration

A page to customize sharing, network, audio or video for all the

conference rooms.

Set logos

A page to upload logo or change logo configuration.

Portal configuration

A page to configure items on portal page.

Set message to users

A page to write or update message texts to users.

Announcement for Conference Room

Managers

A screen is displayed to allow you to set announcement on the

portal page for Conference Room Managers.

Announcement for users

A screen is displayed to allow you to set announcement on the

entrance page.
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Record Viewer management

A page to manage record viewers that are accessible to server

recording.

System manager password

User is able to update the password to login at the system

administrator top page.

License information

Server license information is displayed.

Usage
Daily usage Display conference usages on a selected date.
Monthly usage Display conference usages on a selected month.

Congestion level

Display the concurrent connection quantity of server.

MRTG (User)

Open the MRTG (User) screen of the server.

MRTG (Network)

Open the MRTG (Network) screen of the server.

System Administrator Manuals

Reference manual of system administrator

An operations manual for MeetingPlaza system administrators.
Allows Administrators to add users and conference rooms, view

system usage, and other advanced privileges.

Release Note

To show server release information.




3 System Adhoc Room Administration

Under System Adhoc Room Administration, user can manage system Adhoc
conference rooms and groups.

- =
°°|"'P 2+ & || el Mectingpiaza Top pagefor .. | | ke L

File Edit View Favorites Tools Help

*mectingplaza’

] Top page for system administrators

This server ( ) is licensed for 0/ 144 (used / max) simultancous logins. Now checking consumption of client license number.
Detailed

System Adhoc Room Administration Usage

System Adhoc Conferene Rooms Daily usage

Group Monthly usage

Conference Room Managers Congestion level

List of Conference Room Managers MRTG (User)
. MRTG (Network)
New manager registration N
Common address Impart/Export
System Configuration System Administrator Manuals
All conferences configuration System Administrator Reference manual [ PDF |
Setlogos Release Note

Portal configuration
Set message to users

for Conference Room Manager

Announcement for User
Record Viewer management
System manager password
License information
5> Users Portal

Copyright(C) 2002-2014 MeetingPlaza Business Division, NTT-IT Corp. All rights reserved.




3-1 System Adhoc Conferene Rooms

User creates or deletes system Adhoc conference rooms through this fuction.

From top page for system administrators, click < System Adhoc Conference Rooms >.

I Top page for system administrators
This server ( )15 licenzed for maximuom 64 simultaneous

System Adhoc Room Administration

I System Adhoc Conferene Fooms I

Group

System Adhoc conference rooms management page is opened.

| - nIEN
° = | £ = & || B System Adhoc Conderene R 5
Bl EMt Yow Fpestes  Jooh b
*mectingplaza’
I System Adhoc Conferene Rooms
This server | 118 licemaed for 144 (1med | nuax) smualtaneous logens. Nonw sheckmg consusnption of clisst licenss mamber
CREATE [ Il Geoup | ner
Tame of the room <5 rwoed > Capasity  Vietcs Qualey MERTING ROOM DESIGN,  Rooem information fior users Private rmemo fou administratos
. = EDIT
el R et
_',Nf'_‘ <% exsellem | Sundwd DELETE
“ o L0G
. . " EDIT
by scellent | Standard DELETE
- ° L0G
s 15 Lt
'“Iﬂ-' s> excellem Standed DELETE
> = . 106




3-1-1 Create a new system Adhoc conference room

1.

From System Adhoc Conference Rooms page, click < CREATE >.

_oEE
e@\ml’ | £ - @ |[ 78 System Adhoc Canferen R... ‘ ‘ i g £
Elle Edit View Favorites Iools Help
*mectingplaza’
I System Adhoc Conferene Rooms
“This server ( )is licensed for 144 (used / max) simultaneous logins. Now checking consumption of client license number.
| IEEEE | SORT I Group || HER
<Password >
Name of the room < Special Privilege's Password > Capasity | Voice Quality MEETING ROOMDESIGN|  Room information for users
<Reserve =
. I EDIT
rooml - —_
[t e ] < , axcellent | Standerd DELETE
- LOG
EDIT
room? pais ' Ne | Standard DELETE
Tupload flle =2 0 e
- LOG
Lapond Ale] . , excellent | Standard DELETE
- LOG

Registering a New Ad hoc Conference Room.

e e P = & || [me| Create a New Conferene Ro...

“meetingplaza’

I Create a New Conferene Room

Name of the room | |

Password | |

Special Privilege's Password

‘Group name

Reserve

not required Q required

Lecture option donotuse ) use

Capcity

Voice Quality

) normal ) good (@ excellent

'®) Normmal meeting

v
Meeting room dezign I%as:a rd i
w admir talker
(O Voice meeting

Room information for users

Private memo for administrator

P detailed meeting setting

ack
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Enter registration details.

Name of the room

Enter new conference room name.

Password

Enter new conference room password. Password is not a
required item. New conference room may be created without
password. (This type of room is called <Conference room

without password>.)

Special Privilege's

Password for special privilege. For conference room without

Password special privilege's password, participant is not allowed to login
as the meeting host.

GROUP NAME Group names are listed when groups are created in advance.
Choose a group name from the group list.

Reserve Choose enable or disable reservation function for conference

room.

Lecture option

Choose the ad hoc conference room or lecture room.

2 Your screen varies based on the plan you've signed up.

Capacity Choose maximum numbers of participants.

Voice Quality Choose voice quality from three levels: normal, good or
excellent.

Meeting Room Design Choose conference room screen type.

Room information for

users

Display on the top page of the Adhoc conference room list.

Private memo for

administrator

It is limited to System Adhoc Conference Rooms
administrator's private memo. It is not displayed in the list of

system Adhoc conference room.

3. Click [OK] to proceed. A page shows the registration is successfully completed.

I OPERATION COMPLETED

t2zt0001 Room haz been added.

Password is registersd.

BACK

4. Click [Back] to return to System Adhoc Conference Rooms page. Registered conference

rooms are displayed.
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3-1-2 The display order of the existing conference room is changed

The existing conference rooms may be rearranged.

1. From System Adhoc Conference Rooms page, click [SORT].

- O X
e@""" | 0 - & || B8 system Adhoc Conferene R.. ‘ ‘ % I3
File Edit View Favorites Tools Help
*mectingplaza’
I System Adhoc Conferene Rooms
This server (. ) s licensed for 144 (used / max) simultaneous logins. Now checking consumption of client license number.
CREATE 1 SORT 1 Group || e
< Password >
Name oftheroom < Special Privilege's Password > Capacity Voice Quality MEETING ROOMDESIGN ~ Room information forusers | Private memo for administrator
<Reserve >
. ” EDIT
soaml <= excellent | Standard DELETE
[ upload file ] o o
LOG
EDIT
om2 =7 16
o s excellent Standard DELETE
[upload file ] D o
. LOG
[ aplosd file ] :i . excellent Standard DELETE
- LOG

2. With the list of the existing rooms displayed, select the room you would like to move. The
buttons on the right will allow you to move the room to wherever you would like it to appear

on the list.

I Arrangement room

room1 - Etﬂp
roomz2
room3
room4

room5 Hup
room6

wide

voice ijdnwn
rsv_room

it

test 0001
Lec_001 - Elpottom

S (e

m

3. Click [OK] to proceed. Room list is updated. Return to System Adhoc Conference Rooms
page.
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3-1-3 Group

Manage system Adhoc conference rooms by groups.

For details, please refer to 3-2 Group Management

3-1-4 Edit of the existing conference room

1. Click EDIT for the room you wish to make changes to.

e@‘ e | 0 + & || |78 system Adhoc Conferene R... | ‘ £k
File Edit View Favorites Tools Help
%mectingplaza’
I System Adhoc Conferene Rooms
This server ) is licensed for 144 (used / max) simultaneous logins. Now checking consumption of client license number.
CREATE I SORT I Group | HEr
<Password >
Name oftheroom  |<Special Privilege's Password > Capacity  Voice Quality MEETING ROOM DESIGN|  Room information forusers | Private memo for administrator
<Reserve>
1 . y EDIT
oo <> excellent Standard DELETE
[ upload file ] g 0
- LOG
- PR 16 EDIT
foom <> excellent Standard DELETE
[ upload file ] g 0
LOG
ro0m3
[ upload &le ] ifi . excellent Standard DELETE
- LOG

2. Please put a check in the box next to MODIFY if the password is changed.

The permission settings of the telephone participation are done here.
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e mp L~ & | me Room configuration
*meectingplaza

I Room configuration

Name of the room |room1

Password [CIodify

Special Privilege's Password | [ Modify

Group name
Reserve ®) notrequired O required
Capacity

Voice Quality O normal O zood ® excellent

(®) Normal meeting

W
MMeeting room design Standard
[ Show admin and talker

O Voice meeting

Telephone/H.323 Logm number | [ | yfodify

Foom mformation for users

Private memo for administrator

P detailed meeting setting

3. [OK] is clicked.

I OPERATION COMPLETED

Room configuration is changed.

4. Click [Back] to return to System Adhoc Conference Rooms page.

3-1-5 Delete an existing conference room

Click the DELETE button of the room you wish to delete.

1. Click the DELETE button of the room you wish to delete.

14



- O B3

°®|"‘° | 0+ & || ¥ system Adhoc Canferene . ‘ ‘ (o ¢ €53
File Edit View Favorites Jools Help
*meetingplaza®
I System Adhoc Conferene Rooms
This server ) is licensed for 144 (used / max) simultaneous logins. Now checking consumption of client license number.
CREATE Il SORT I Group | HELP
<Password >
Name oftheroom < Special Privilege's Password > Capacity | Voice Quality MEETING ROOMDESIGN|  Room information for users | Private memo for administrator
<Reserve >
EDIT
roonl it ° DELETE
[ upload file ] >z o | st | Sendard MG
LOG
o . 16 EDIT
ks == excellent Standard DELETE
[ upload file ] e o
- LOG
room3 i 16 =
T upload file ] :7: 0 excellent Standard DELETE
- LOG

2. Acheck screen is displayed to confirm, click OK.

I Delete Room

Name of the room : test0001

Do you really want to delete it?

Co JET

3. Click [Back] to return to System Adhoc Conference Rooms page.

3-1-6 The history of a conference room

1. Click the LOG button of any room to see the room history.
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e@‘ el | 2~ & || e system Adhoc Conferene R... ‘ ‘ ) 20 £23
File Edit View Faverites Tools Help
*meetingplaza’
I System Adhoc Conferene Rooms
This server ) is licensed for 144 (used / max) simultaneous logins. Now checking consumption of client license number.
CREATE I SORT I Group IR
< Password =
Name oftheroom < Special Privilege's Password >| Capacity | Voice Quality MEETING ROOMDESIGN  Room information for users | Private memo for administrator
<Reserve >
ool
[upload file ] ifi . excellent Standard DELETE
- LOG
- . Ty
o == excellent Standard DELETE
[upload file ] g 0
LOG
room3
[ upload file ] :: . excellent Standard DELETE
N LOG
. ' . .
2. The history screen of the room's usage is displayed.
- O

NAME Start End Totallength IPaddress  client Conmection quality Connection method
MeetingPlaza  2016/06/16 23:16:16  2016/06/16 23:16:31 0 10904110 PC @ Detailed
MeetingPlaza  2016/06/16 23:16:36  2016/06/16 23:16:47 0 10904110 PC @ Detailed

Back to the main page.

e e 0O = & || [me This room's log
. ®
mectingplaza
I This room's log
Name of the room - room1
Prev. month Jun 2016 Next month Get logfile(Length in minutes)

top tunneling(Direct HTTP tumneling)
tep tunneling(Direct HTTP tunneling)

Click [Back to the main page] to return to System Adhoc Conference Rooms page.
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3-1-7 To register a lecture room

This operation is only available for systems with Large Lecture Option.

1.

2.

From System Adhoc Conference Rooms page, click < CREATE >.

]
e@h:: | 0~ & || e system Achoc Conferene R.. | | Tai 2

Eile Edit View Favorites Tools Help

*meectingplaza’

I System Adhoc Conferene Rooms

This server ( ) is licensed for 144 (used / max) simultaneous logins. Now checking consumption of client license number.

1 CREATE | | SORT || Group || HELP

= Password >
Name of the room = Special Privilege's Password > Capacity | Voice Quality MEETING ROOM DESIGN ~ Room information for users Private memo for administrator
= Reserve >

<> 16 EDIT
rooml - —
T upload fle ] i:i . excellent Standard DIE_\E)E;E
EDIT
<.z 16
rooru P excellent | Standard DELETE
[ upload file ] Tz 0 —
e 6 EDIT
room3 N
[upload file ] ::: o excellent Standard DELETE
LOG

Registering a New Ad hoc Conference Room.
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e me: O~ & | [me| Create a New Conferene Ro...

*mectingplaza®

I Create a New Conferene Room

Name of the room | |
Password | |
Special Privilege's Password | |
Group name
Reserve not required @) required
Lecture opticn ® domotuse O use
Capacity
Voice Quality O normal O good ® excellent
®) Normal meeting
Meeting room design
[ Show admin and talker

O Voice meeting

Foom information for users

Private memo for administrator

P detailed meeting setting

ack

3. Choose lecture option "use".

e mps O~ & || el Create a New Conferene Ro...
*mecti )
cetingplaza

I Create a New Conferene Room

Name of the room | |
Password | |
Special Privilege's Password | |
Group name
Beserve ®) not required O required
Lecture option O donot usel ® yse I
Capacity —
Voice Quality O normal ) good ®) excellent
Meeting room design
E.com information for users
Private memo for administrator

P detailed meeting setting

18



4. Enter registration information.

Name of the room

Enter new conference room name.

Password

Enter new conference room password. Password is not a
required item. New conference room may be created without
password. (This type of room is called <Conference room

without password>.)

Special Privilege's

Password for special privilege. For conference room without

Password special privilege's password, participant is not allowed to login
as the meeting host.

GROUP NAME Group names are listed when groups are created in advance.
Choose a group name from the group list.

Reserve Choose enable or disable reservation function for conference

room.

Lecture option

Choose lecture room.
Attention: The "Seminar" option on meeting room page is

unavailable to choose from (disabled).

Voice Quality Choose voice quality from three levels: normal, good or
excellent.
Meeting Room Design Choose conference room screen type.

Room information for

users

Display on the top page of the Adhoc conference room list.

Private memo for

administrator

It is limited to System Adhoc Conference Rooms
administrator's private memo. It is not displayed in the list of

system Adhoc conference room.

5.  After entering the information, click [OK].

I OPERATION COMPLETED

test0001 Room has been added.

Password is registerad.
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3-2 Group Management

The administration page to create a group, sort groups or update group name.

There are two ways to open the page.

F From < System Adhoc Conference Rooms > --> < Group > (Figure 1)
' From < Top page for system administrators > -> [System Adhoc Room Administration] ->
< Group > (Figure 2)

E I ol
o - 2+ | sy Ak Cntanrert ] 9{? : — 2 - G | 5 i Toppageses
*meetingplaza’ *meetingploza’
I System Adboc Conferene Rooms 1 Top page for system siministrators
rrrrrrr Z P ———
s
Figure 1 Figure2

This chapter describes how to manage groups from Top page for system administrators.

3-2-1 Create

1. Click < CREATE > on the group management screen.

(¢ IOIE
*meectingplaza’

E=N ECR ==

p'@@"»”;%ﬂrau;: | ‘ﬁuff{:}

-

I Group
I[ EHENS l[ SORT ] [ System Adhoc ]
GROUP NAME 35';?:& n;i!ﬁﬁx;:n u;sm

20



A new group creation screen is displayed.

3% &) Web Slice Gallery v

I Create a New Group

Group Name

Password (a-z,0-9)

Adhoc Room that belongs to the group
Room Name Group
[F] room1
[F] room2
[T room3
[7] Example001

[ test_test

Add address

1f an address is added, an e-mail that contains password is sent to the address.
E-MAIL ADDRESS Memo

m

Coc JEes

Enter the information of the Group.

Enter the name of the new group.

In the password box, enter the password for that group. This password is optional and a group
may be created without a password. (If you choose to not preset password for a conference
room, this room will become a <group without password>.)

Select room from Ad hoc Room that is linked to the group.

If a new E-mail address is registered at this time, an E-mail contains group name and

password will be sent to this address.

After entering the information, click [OK]. A confirmation screen is displayed.
- =)
B 0~ 3¢ x| @ conrrm

9% £ Web Slice Gallery v

| conFrM

Group Name room_03
Password room

Adhoc Room that belongs
to the group

Add address
E-MAIL ADDRESS Memo
test001@ oo o

o [
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5. After you have confirmed, click [OK]. A completion screen is displayed.

I OPERATION COMPLETED

Registration has been completed.

6. Click [back] to return to the group management screen. Your registered group name is

displayed.

3-2-2 Sort

Sort groups.

1. From Group management page, click [SORT].

Qe
meectingplaza’

=5 |Eom =5

P~-EBoX || 2 Group | | (i 5.7 62

| Group
| pr—— |
[ cremre | sorT | System Adhoc
Syatem Adhoc Room that
SECELERE Lelongs to this group
y o0m3 .
Sales 01 test.mestinmroom03 change name or password changerooms  Add address
Tech 01 :ES:;TF;:L:ESHO?OI change name or password  changerooms  Add address
Project test change name or password changerooms Add address Remove address  Delete
room_test
BACK

2. With the list of the existing rooms displayed, select the room you would like to move. The
buttons on the right will allow you to move the room to wherever you would like it to appear

on the list.
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I Arrangement group

Sales 01 Zlto
Tech 01 AI .
Project
Alup
¥|down
ﬂhottom

| o« JECS

3. After sorting, click [OK] to proceed. An updated group list is displayed. You are returned to

the group management screen.

3-2-3 Change name or password

Change group name or password.

1. Click < change name or password > on the group management screen.

N =5 E=R x|
Q\@ 2 -8 x|@onuw [l ke

'mé.el:ingplozd"

-

|Gmm

[ creme ][ sort || System Adhoc

Svstem Adhoc Reom that
belongs to this group
Teom3
test-meetingroom03
test-meetingroom01
room_test(2
Teom2
Project test change name or password chanprrooms Add address Remove address Delete

To0m_test

GROUP NAME

Sales 01

change name or password] changercoms Addaddress Remove address Delete

Tech 01

change name or password changerooms  Add address Remove address  Delete

2. Ascreen of user name and password modification is displayed.
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£ = B¢ X | & change name or password

5 &) Web Slice Gallery v

I change name or password

Group Name Meeting_001

‘ [7] change password
Password £ pa

[ test (a-z.09)
Send mail | V] Resend new group name and password for registered mail address.
Co [EE

3. After making your change, click [OK] to proceed. A confirmation screen is displayed for you

to confirm.

& CONFIRM

S g} Web Slice Gallery v

| conFirMm

Group Name Mezting 001

Password room

Send mail yes

o« |y

4. After you have confirmed, click [OK]. A completion screen is displayed.

I OPERATION COMPLETED

Group configuration is changed.

5. Click [Back] to return to the group management screen. An updated group name is displayed.
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3-2-4 Change rooms

Change a conference room that is linked to the group.

1. Click < change room > on the group management screen.

= e =
r—~
Q‘\‘:ﬁ'@ £ -8 x%| @ sroup x| | e
-
*mectingplaza’
|Gmm
[ creme [ sorT ][ System Adhoc ]
System Adhoe Room that
R belengs to this group
Sales 01 (Ht-m;:::wmw change name or password Add address FRemove address Delete
Tech 01 (m;:::]:]z?;;mm change name or password changerooms Add address Remove address Delete
room?
Project test change name or password changerooms Add address Remove address Delete
room_test
BACK

2. Select the conference room that is set to link to the group.

3% £ Web Slice Gallery v

I change rooms
Group Name |r00m001

Adhoc Room that belongs to the group
Room Name | Group
rooml

room2

S =)

room3

[] Example001
[ test_test

Coc JE53

3. Click [OK] to proceed. A confirmation screen is displayed is for you to confirm.

3% &) Web Slice Gallery v

| conFirMm

Group Name T room001

Adhoc Room that belongs | room3
to the group test_pass

| o< JEY
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4. After you have confirmed, click [OK]. A completion screen is displayed.

I OPERATION COMPLETED

Group configuration is changed.

5. Click [Back] to return to the group management screen. The new group is displayed in the Ad

hoc conference room.

3-2-5 Add address

For registered e-mail addresses, the system will send an email automatically to notify the new

group name and password to users.

1. Click <Add address> on the group management screen.

. = [-E- =]
6 e £ - 20 x[[@ crou | e ge

meetingplaza’

| Group
[ creae J[ _sorT | System Adhoc
System Adhoc Foom that
CECIECEEIE belongs to this group
. room3
Sales 01 test-mestineroom03 change name or password  changs ss | Remove address  Delete
. test m1 .
Tech 01 - change name or password changerooms Add address Remove address  Delete
Project change name or password changerooms Add address Remove address  Delete
reom_test
BACK

2. Add new email address as instructed.
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& Add address

= dj] Web Slice Gallery v

I Add address

Group Name 77 Mezting 001

Add address

If an address is added, an e-mail that contains password is sent to the address.
‘ E-MAIL ADDRESS Memo

1

23
2

m

w

3. After entering the E-mail address, click [OK]. A confirmation screen is displayed.

P~ B X|E conmrm

= EJ Web Slice Gallery v

| conFirMm

Group Name Mesting 001

Add address
E-MAIL ADDRESS
| test001 @ xxx

o« |y

4. After you have confirmed, click [OK]. A completion screen is displayed.

I OPERATION COMPLETED

New accounts have been created. An e-mail was sent.

5. Click [Back] to return to the group management screen.
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3-2-6 Remove address

Remove email address.

After an email address is deleted, no group name or password further change is sent to this address.

1. Click < Remove address > on the group management screen.

Qo
*mectingplaza’

[= e ==
a £ - 80 X[[@ crow | e

| Group
[ creae J[ sorT || System Adhoc ]
System Adhoc Room that
SRR belongs to this group

room? o s e Add address —

Sales 01 test-meetingroom03 change name or password  changerooms  Add address | Remove address

Tech 01 ‘m;:;:]?grg;m change name or password changerooms Add address Remove address Delete
Toom?

Project test change name or password changerooms Add address Remove address Delete

room _test

2. Remove the email address as instructed. Click [OK] to proceed.

3% &) Web Slice Gallery v

I Remove address
Group Name Meeting 001

Select address for delete

If an address is deleted, an e-mail is not sent to the address.
[ ] E-MAIL ADDRESS ‘

1| [ test001 @00 o

3. A confirmation screen is displayed as below. After confirming, click [OK] to proceed.

- g] Web Slice Gallery v

I Remove address

GroupName | Mesting 001

Do you really want to delete it?
E-MAIL ADDRESS

: test001 @mm

| o JEEY
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4. A completion screen is displayed.

I OPERATION COMPLETED

Accounts have been deleted.

5. Click [Back] to return to the group management screen.

3-2-7 Delete

Delete group

1. Click < Delete > on the group management screen.

. =8 F=h S
en:_'_::n = £ - 2o x| @osmuw | e

*mectingplaza®

I Group
[ creme ][ sort ]| System Adhac
GROUP NAME Sy ;:; ﬁulcth:;E]Lm
Sales 01 change name or password  chanperooms Add address Remove address
Tech 01 change name or password chanperooms Add address Remove address Delete
Project change name or password chanperooms Add address Remove address Delete

2. A confirmation screen is displayed as below. After confirming, click [OK] to proceed.
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& Delete Confirm

- E,‘:] Web Slice Gallery v

I Delete Confirm

Do you really want to delete it?
GROUPNAME  |room001

Adhoc Room that belongs |room3
to this group |test_pass

| o« [

3. A completion screen is displayed.

| OPERATION COMPLETED

Group was deleted.

4. Click [Back] to return to the group management screen.
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4 Conference Room Managers

Under Conference Room Managers, user may view list of conference room
managers, register managers, or import/export common address book.

S
ee‘ mel P~a || me| MeetingPlaza Top page for .. | ‘ A I

File Edit View Favorites Tools Help

"meetingplaza’

I Top page for system administrators

This server ( ) ie licenzed for 0/ 144 (used / max) simultaneous logine. Now checking consumption of client license number.
Detailed
System Adhoc Room Administration Usage
System Adhoc Conferene Rooms Daily usage
Group Monthly usage

Conference Room Managers Congestion level
List of Conference Room Managers MRTG (User)
New manager registration MRTG (Network)
‘Common address Import/Export
System Configuration System Administrator Manuals
All conferences configuration System Administrator Reference manval [ PDF ]
Setlogos Releaze Note
Portal configuration

Set message to users
Announcement for Conference Room Managers
Announcement for User
Record Viewer management
System manager password
License information
=2 Users Portal

Copyright(C) 2002-2014 MeetingPlaza Business Division, NTT-IT Corp. All rights reserved.
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4-1 List of Conference Room Managers

From Top page for system administrators, click [List of conference room managers].

I Top page for system administrators
This server ) is licensed for maximum 64 simultaned

System Adhoc Room Administration

System Adhoc Conferene Booms

Group

Conference Room Managers

I List of Conference Room Managers I

MNew manager registration

Common address Import/Export

A list of conference room managers’ page is opened.

@@\ me p-c ” e List of Conference Room M. | | ok

File Edit View Favorites Tools Help

*meetingplaza’

I List of Conference Room Managers

Al V[ | [ SEARCH
New Manager Registration <= PREV.PAGE 1 NEXTPAGE == Total 5 managers
MANAGER ID & NAME ORGANIZATION ROOM TYPE LANGUAGE TIMEZONE START DATE TERMINATION DATE Monthly usage
001 Userl 0, 10 Users 0 AsiaTokyo Aug 24 2015 Aug 24 2025 show
002 User2 L, Large Lecture Room 0 Asia/Tokyo Aug 24 2015 Aug 24 2025 show
003 sales 0, 10 Users 0 Asia/Tokyo Aug 24 2015 Aug 24 2025 show
004 support 1,25 Users 1 Asia/Tokyo Aug 24 2015 Aug 24 2025 show
0035 salesl 0, 10 Users 2 Asia/Tokyo Aug 24 2015 Aug 24 2023 show
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(1) Keyword Search
Choose category from the search list, enter keyword to look for the conference room

manager information.

S
e@‘"" ph-c H [me] List of Conference Room M. | | (o ¢ €53
File Edit View Fevorites Tools Help
*meetingplaza’
I List of Conference Room Managers
Al [ | [[SEARCH
Manager (Manager ID)
LOGIN ID
NAME
New Manager Registration << PREV.PAGE ORGANIZATION Total 6 managers
MANAGER IDA NAME ORGANIZATION ROOM TYPE LANGUAGE TIMEZONE START DATE TERMINATION DATE Monthhy usag:
001 Userl 0, 10 Users 0 AsiaTokyo Aug 24 2015 Aug 24 2025 show
0oz Usarl L, Large Lecturs Room 0 AsizTokyo Aug 242015 Aug 24 2025 show
003 sales. 0, 10 Users 0 AsiaTokyo Aug 24 2015 Aug 24 2025 show
004 suppert 1,25 Users 1 AsiaTokyo Aug 242015 Aug 24 2025 show
005 sales] 0,10 Users AsinTokyo Aug 242015 Aug 24 2025 show
User00L Usar(01 0, 10 Users 1 AsiaTokyo Aug 252015 Aug 25 2025 show
< >

(2) Conference Room Manager Information

Clicking on the Manager ID lists Conference Room Manager Information.

From the conference administrator list, by clicking an administrator ID, you may display

the conferences' details of a particular conference administrator, or edit or remove
him/her from the list.

e e P~ & | e Conference room mManager ...
*mectingplaza®
I Conference room manager information
Manager id MeetingPlaza
Login id MeatingPlaza
Name MeetingPlaza
Organization MP
Phone
Facsimile
E-mail meetingplazaf@example com
Registration limit unsetting
Room type 0, 10 Users
Login failuar count 0
Account status 0
Language English
Adhoc Room Teg
User registeration Yes
Comments No
Timezone AsiaTokyo
Start date 612016
Termination date 612026
Memo
Pre-uploading enzbled
Storage Capacity 512 MB
Max. Size / File 236 MB
P detailed meeting setting
Update manager information Delete account Conferences

The numbers of failed login indicate the number of incorrect password has been entered
at a reserved room.
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(3) Update Manager Infomation
At Conference Room Manager Information page, click <Update Manager Information> to

update manager information.

e mp £ = & || e Conference room Manager ...
*meeti )
cetingplaza

I Conference room manager information

Manager id MeetingPlaza
Login id MeetingPlaza
Name MeetingPlaza
Organization MP
Phone
Faceimile
E-mail meetingplaza@example com
F.egistration limit unsetting
Foom type 0,10 Users
Login failuar count 0
Account status ]
Language English
Adhoc Room Yes
User registeration Yes
Comments No
Timezone AziaTokyo
Start date 612016
Termimation date 612026
Memo
Pre-uploading enabled

Storage Capacity 512 MB
Max. Size / File 156 MB

P detailed meeting setting

|Updare manager informationl Delete account Conferences

While an invalid password is entered, the number hereby (the numbers of failed login)

will accumulate. You may enter 0 (zero) to reset the number of failed login.
(4) Delete Account

At Conference Room Manager Information page, click <Delete Account> to remove

conference participant(s).
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e [T O~ & | [mg Conference room manager ... pAS
. &
*meetingplaza

I Conference room manager information

Manager id MeetingPlaza
Login id MeetingPlaza
Name MeetingPlaza
Organization MP
Phone
Faceimile
E-mail meetingplaza@example com
F.egistration limit unsetting
Foom type 0,10 Users
Login failuar count 0
Account status ]
Language English
Adhoc Room Yes
User registeration Yes
Comments No
Timezone AziaTokyo
Start date 612016
Termimation date 612026
Memo
Pre-uploading enabled

Storage Capacity 512 MB
Max. Size / File 156 MB

P detailed meeting setting

Update manager information | Delete account| Conferences

(5) Monthly Usage
Go to the list of Conference Room Managers and click "show" of usage (per month) for
each manager.

User may search the conference for this month by looking at conference IDs.

- [m] X
e e P~ C || [me| Monthly usage A
%mectingplaza’
I Monthly usage
H Search with Conference ID
2016 v Prev. month Jun 2016 Next month ~ Congestion level
Rservation | Adhoc Rooms — System Adhoc Reservation  System Adhoc Room
» Download user log in selected reservation | |» Download reservation log
- - .
Managerid Start time End time Length Number of ¢ ference id Usage start Usage end Total length  Number of Total participant-
(minutes) people time time time
[] MeefingPlaza 2016/06/02 16:20 2016/06/02 17:30 70 2 1234567890_ABCDEF1GHI - - - - -
[] MeefingPlaza 2016/06/03 10:00 2016/06/03 11:00 60 2 1234567890_abCdeFgHl] - - - - -
[0 MeetingPlaza 2016/06/03 12:40 2016/06/03 13:00 20 2 1234567800_1aB2cdefgd - - - - -
[ MeefingPlaza 2016/06/03 13:10 2016/06/03 14:00 50 2 1234567800_AbCD1efgHI  2016/06/03 13:28 2016/06/03 13:28 0 1 0
[ MeefingPlaza 2016/06/04 00:00 2016/06/04 01:00 60 2 1234567890_aBCDEF1g2H 2016/06/04 00:03 2016/06/04 00:33 30 1 30
Check all | Uncheck all
. - .
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4-2 New Manager Registration

1. From Top page for system administrators, click [New manager registration].

I Top page for system administrators
Thiz server ( 1 is licenzed for maximum 64 simultaned

System Adhoc Room Administration
System Adhoc Conferene Fooms
Group

Conference Eoom Managers

List of Conference Room Managers

I_\Zev.' manager registration I

Common address Import/Export

2. A form to register a new Conference Room Manager.

- a X
e me £~ & || [me| New Manager Registration
*meeti ;
cetingplaza
I New Manager Registration
Mmgad [ WAZes0snltmi@a
Logmnid @ ausigned
= © input the id |(A,z, 22,00, " and'@ only)
T
Organization [ |
Phone |
G
E-mail [ |
Registationlmit | ® unsetting O set
Roampe
Account status 0:Normal, 1:Suspended
-
Adhoc Room O OFF @ ON
User registeration O oFF @ oN
Comments ® or O oN
Timezone [Asia V] [Tokyo v
s e
e
Memo
® enabled O disabled
e Storage Capacity B
Max Size /Fils B |ws
P detailed meeting setting
=
3. Fill in any pertinent information.
Manager ID Only the System Administrator sees the 'Manager ID'. No one in a

conference room sees this ID, including the Manager. Each ID must be

unique with a maximum of 30 characters.

Login ID 'Login ID' is used for access authorization to the Conference Scheduler
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by Conference Room Managers. Either assign a Login ID or the
system will generate one. Login IDs must be unique with a maximum

of 30 characters.

Name The name of the Conference Room Manager.

Organization Name of company, section, department, etc.

Phone Telephone number.

Facsimile FAX number.

E-mail E-mail address of the Conference Room Manager. E-mail address is
required as the registration information is sent to this address.

Room Type Choose the maximum number of participants in the room from the

following list.

[0] - up to 10 participants.

[1] - up to 25 participants.

[2] - up to 32 participants.

[L] - up to 64 participants (For large lecture option).

To change the list, edit a configuration file ('SERVICE TYPES' in
cstmdata.py).

Account Status

Set the account status:
[0]...Normal
[1]...Suspended

Language Code Specify the language to use.
[0]...Japanese
[1]...English
[2]...Chinese

Adhoc Room Enable/disable Adhoc conference room.

[OFF] -- Disable Adhoc conference room;

[ON] -- Enable Adhoc conference room.

User registeration

Enable/disable User registeration.
[OFF] -- Disable User registeration;
[ON] -- Enable User registeration.

Comments Turn off or on on registered user features.
[OFF] -- Turn off registered user features
[ON] -- Turn on registered users features
Time Zone Specify a Time Zone for the conference.
Start Date Specify a date to activate the Manager account.

Termination Date

Specify a date to de-activate the Manager account.

Memo

Pre-uploading

Accepted prior to upload / set up or not. The storage capacity is
512MB. Maximum size / file, 256MB is.
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4. Go to < Detailed meeting setting > to configure shared functions, network, video/audio

setup or other conference room features.

G-

He [Edu Yiew Fpeerites Tools Hep

D= &l B M Manager Regstation

¥ detuled enectmy aritmy

share relation setting. ..

MAFTNT AR
"1f kot mon 4. miry. e [al] neesting sedting] valus

wei fils thare mods &l

121y shaps e disionop share ®ovalid | evuld
i wrbirbowd diare ® alid | el
i wah than ®ald mrabd

™1 ugh seowrmy becass doet ot maks flle chare
share: ke VOTRA PTID [nspelVFT) Dl
wvmy if user doss wot matall gl Sla opes spplication, can dsplay oppacts VP

IP sk Bt Tt L]
wotion wpesd wn mHEEe by ey logn vald @ ppaked

vilid ' pevalid
Bes bandwidih contrel

v virkuad e whars suhyizan baok for mesting ool 0101

e i commsiitin g ed

ol mering petling >»
ety [ed oy
avabid i [l macng weh W
wse [all maeding pahl v
wse |all macing et v

w [l I aing sahi

use [all mocing sl v
st ol mecing s v

wse [al macing satl v

[t commEsicaton pewd]] nfuence

mimisien consmirion ipoed

361 ESEmmRETEROn ifeel
i priseity eetwork comact
vt rtwork commect

Isime of SR e delell poan porsber

by st [al macing sat v

*[uet comnraRication ) i

kb use [oll mocing sel v

wse [all manting sl v

i [all maeting s v

anigien OET aca KEx demadirilfinn POET 20 XBidefaalt : [
1138 copnact Teibcs o pot
audio + image refation ssiting...

FecomSyues of risft vl pvalal st |all maeing set w
wehang mooisphoc conercl v et [all maling sl v
wei o echissmmos] maod hard it W g wse [all mawting sl w
asuiesince] il ip Eophoi nade TR I T s [l mapiing se v
azimcincel i op quake mode bard e el et [l g st
adin quibly chubgs nmple sefting ® et mode  detled meds

e quality .

Please put the checkbox LI of selected items

to make a change.

e [all macing safi v e

>

of conference room customization on

The following items are customizable items.

share relation setting...

set file share mode

Set up file sharing.
Default is set as [Valid].

set ap share and desktop share

Set up application sharing and desktop sharing.
Default is set as [Valid].

set whiteboard share

Set up whiteboard sharing.
Default is set as [Valid].

set web share

Set up web sharing.
Default is set as [Valid].

network relation setting...

IP address filter(White list)

Set up IP address filter to authorize accesses of the

conference room.

action speed auto measure by every login

Set up network speed test each time at login.
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Default is set as [Invalid].

remove restriction on bandwidth

requirement (Kbps to 6000)

Enable removal of bandwidth restriction.

The default setting is "invalid".

free bandwidth control

Choose to remove bandwidth limit. By removing
bandwidth limit, both <Maximum communication
speed> and <Set communication speed> are restricted.

Default is < Invalid >.

maximum communication speed

Set up maximum communication speed.
This configuration will affect <Set Communication

Speed>.

set communication speed

Set up communication speed.

set priority network connect

Set up priority network connect to [TCP Tunneling] or

[Direct Connect].

set network connect

Detailed network connect

audio + image relation setting...

Reconfigure at start-up

Set up voice dialogue each time at login.

Default is set as [Invalid].

setting microphone control

Set up the speak mode(microphone control)

set up echo cancel mode

Set up the echo canceller to strong or weak.

Noise cancel set up microphone mode

Set up the noise canceller, microphone to strong or

weak.

Noise cancel set up speaker mode

Set up the noise canceller, speaker to strong or weak.

video quality change simple setting

Set up the video quality.
By doing so, user may change [Image Quality] at same

time.

meeting login relation setting...

reserve entrance

To set up device settings at entrance page for users to
check operation in a reserved conference room.

Default is set as [Valid].

check operation meeting

Set up items to test before the conference starts such as
network, voice and video.

Default is set as [Valid].

< Setting for manager > is enabled as default which is unrelated to items of conference room
customization with (on)/L] (Off).
While conference room customization items checkbox is turned to (On), customizable

items are listed under < Setting for manager >.
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Below, are options for < Setting for manager >.

use (all meeting setting)

Use default preference that applies to all meeting setting.

changeable

Updates from conference room manager are allowed.

unchangeable

Updates from conference room manager are not allowed.

invisible entry

To disable items on detailed meeting setting page exclusively for

managers.

exclude

Default is set regardless of configurations at [All meeting setting].

Conference room managers are not available.

Click <All meeting setting> to choose enable/disable of customization items for all

conference rooms.

MeetingPlaza Mobile does not support room customization.

Some features on MeetingPlaza for Mac does not support room customization.

5. Click [OK] to proceed to Conference Room Manager Information page.

e mp P~
*mectingplaza’

me| Conference room manager .

I Conference room manager information

— O X

Manager id
Login id
Name
Crganization
Phone
Facsimile
E-mail
Registration limit
Foom type
Account status
Language
Adhoc Room
User registeration
Comments
Timezone
Start date
Termination date
Memo
Pre-uploading
Storage Capacity
Max. Size / File

Coc JEES

MeetingPlaza
None (AUTO)
MeetingPlaza

mestingplaza@example com
unsetting

0, 10 Users
0

English
Yee

Yee

Neo
AsiaTokyo
6202016
620 2026

enabled
F12MB
236 MB

P detailed meeting setting

Review the Manager information and Click [OK] to confirm.

Click BACK to make any changes.
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7. After registration is completed, a notification email is sent with ID and password

enclosed.

I Normal termination.

Back to the mamn page.
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4-3 Common address Import/Export

A user can enter CSV file to address book.
From Top page for system administrators, click [Common Address Import/Export].

I Top page for system administrators

Thiz server ) 18 licensed for maximum 64 simultaned

System Adhoc Room Administration
System Adhoc Conferene Booms
Group

Conference Room Managers

List of Conference Room Managers

MNew manager registration

I Common address Import'Export I

4-3-1 Import

1. Click < Common Address Import/Export >.

I Top page for system administrators

Thiz server ( 118 licensed for maximum 64 simultaned

System Adhoc Room Administration
System Adhoc Conferene Booms
Group

Conference Room Managers

List of Conference Room Managers

New manager registration

I Common address Import'Export I

2. Click [Browse] in the [CSV files].
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e me P = & || [me] Import/Export
*mectingplaza’

I Import/Export

Register from CSV file

CSV file

* You can import 30 line of csv at a time.

File Encoding UTF-8

Download CSV file

File Encoding

+ CSVvalues
Note: Don't remove comma even if the value is not required.
= Realm [A-Add, M-Modify, D-Delete] (required)
= Name (required)
= Furigana (not used in English Mode. Please set blank )
= Orgamzation
= E-mail address | (required)
= E-mail address 2
= Note
+ Example)
= A Userl, Section] sample]@example com sample(@example com memol
= D,User2_Section2 le.com.
+ Ifname and e-mzill iz same in both accout, those zre same accounts.
+ If same account iz already registered, the line in CSV file iz skipped.

Browse...

To choose a file to upload.

2! Choose File to Upload

(2]

@Qvl . b v data

Organize « New folder

- 1]
arme
[ Fawvorites

PR Desktop

4 Downloads il ) name_book_TeamPoorm

7 name_book_add

m

=] Recent Places | 7] narme_book_yoyaku

3 Libraries
3 CDocurments
J‘. lusic
=| Pictures

E Wideos

18 Computer
—a Local Disk (€3
ca Windows Wista JF

o WIndows Wista EI il

4 | m

File hame:

- | 3 | | Search csv_data 0 |
=~ [ .@.
Date modified Type
1141273012 5:26 M CE2 File
1141273012 5:25 P CE2 File
1141273012 5:25 P CE2 File
b
- |l Files ¢ -
[ Dpen l [ Cancel ]

Choose a file and click [Open].
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(= Choose File to Upload @
@Qvl . b s _data - |¢? | | Search osv_data 0 |
COrganize - Mew folder ==~ [ .@.

‘v Favorites = Marme Date madified Type
B Desktop 3 7] name_book_add 1171272012 5:26 P CEW File
& Downloads il || name_book_TeamRoom 111272012 5:25 P CEV File
1=l Recent Places I._, narme_baook_yoyaku l 111273012 5:25 P C34 File
0 Libraries
3 Docurments
;J'- Plusic
= Pictures
B videos
18 Computer
o Local Disk (C
o Windowes Wista IF
ca Wndows \-’fsta El ~ em = -
File name: name_book_yaoyaku - [AII Files (*.*) v]
[ Dpen l [ Cancel ]
Your uploaded CSV file is displayed at [CSV files]. Click [Confirm].
- O
e i P~ & || me| Import/Export s
*mectingplaza’
I Import/Export
Register from CSV file
CSVfile  C:\csv_data\name_book_add.csv Browse...
* You can import 30 line of csv at a time.
File Encoding UTF-8 w
Download CSV file

File Fncoding
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Check your added account, click [OK] to proceed.

Qs e

I Import/Export

= Import/Expart | | Ui

Aecount to be added
Account to be npdated.
Line 1: Userl, samplel@example com
Line 2: User2, sample3@example com
Aecount to be deleted.
Line to be skipped.

Enor line.

A completed screen is displayed.

I Import/Export

Eegstered accounts.

Click [Back] to return to the Import/Export top page.

Inside the CSV file, for each row, starting from left, use "," (comma) to separate following
fields.

*Realm [A:Add, M:Modify, D:Delete] (required)

*Name (required)

*Furigana (not used in English Mode. Please set blank.)

= Organization

*E-mail address 1 (required)

*E-mail address 2

* Note

The number of comma is six.

Ex)
* A,Userl,,sales,samplel @example.com,sam@example.com,memo

(While there is an email address 2 with special notes)

*D,User2,,tech,sample3@example.com,

(while there is no email address 2 no special notes)
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4-3-2 Export

1. Click < Common Address Import/Export >.

I Top page for system administrators
This server ( ) 15 licensed for maximum 64 simultaneq

System Adhoc Room Administration
System Adhoc Conferene Fooms
Group

Conference Room Managers

List of Conference Room Managers

New manager registration

I Common address Import/Export I

2. Click [Download CSV file], and click [Download].

G mg O~ & | me| Import/Export
*mectingplaza’

I Import/Export

Register from CSV file
CSV file Browse...
* You can import 30 line of csv at a time.
File Encoding  |UTF-8 W
Download CSV file

File Encoding

3. Afile download screen is displayed. To open a file, click [Open]; to save a file, click [Save] to

save to a disignated folder.
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e mp O~ & || me| Import/Expert
*meetingplaza’

I Import/Export

Register from CSV file
CSV file Browse...
* You can import 30 line of cev at a time.
File Encoding UTF-8 &
Download CSV file

File Encoding

Do you want to open or save CommonAddress.csv from example.meetingplaza.com ?

Open Save b Cancel
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S System Configuration

At System Configuration, user configures all conference rooms customization,
logo setup, portal layout preference, message to users, record viewer management.
o =

°°|""’ £ - & || el Mectingplaza Top pagefor .. ‘ ‘ 1 ok T

File Edit View Favorites Tools Help

%mectingplaza’

] Top page for system administrators

This server ( ) s licensed for 0/ 144 (used / max) simultancous logins. Now checking consumption of client license aumber.
Detailed

System Adhoc Room Administration Usage

System Adhoc Conferene Rooms Daily usage

Group Monthly usage

Conference Room Managers Congestion level

List of Conference Room Managers MRTG (User)
. MRTG (Network)
New manager registration ‘
Common address Import/Export
System Configuration System Administrator Manuals
Al confecences configuration System Administrator Reference manval [ PDF ]
Setlogos Release Note

Portal confipuration
Set message to users

Announcement for Conference Room Managers
Announcement for User

Record Viewer management

System manager password

License information

57 Users Portal

Copyright(C) 2002-2014 MeetingPlaza Business Division, NTT-IT Corp. Al rights reserved.
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5-1 All conferences configuration

User may customize all conference rooms.

1. From Top page for system administrators, click [All conferences configuration] to

proceed.

I Top page for system administrators

This server ( ) is licensed for 0 / 144 (used / mar
Detailed

System Adhoc Room Administration
System Adhoc Conferene Rooms
Group
Conference Room Managers
List of Conference Room Managers
New manager registration

Common address ImportExport

System Configuration

I All conferences configuration I

Setlogos

Portal configuration

Set message to users

Announcement for Conference Room Managers
Announcement for User

Record Viewer management

System manager password

License information

2. All meeting setting page is displayed.

b - .{‘- ] e all riesting wetting

[.I.- 2 "1.'.-" !".\nmu Ieele  Help
'mee.l:ingplcnzn" g
I all meeting setting
share relation setting. .
mestng sefting seting foxr mnager
sei file share mede ®ivakd | use varmal ile share oriyfees look for meeting cedy)*13*1) | mmatid | changeable ~
3t ap share snd draktop shee ®vald | mvald changeatie w
ot mlitehoard dhase ®ouahd | malid changaable 3
set web shuse #alid () malid changeatle v
{*1high secarity becasse Soes not make Sie chare.
shuare make vartual Praster imageVPT) ful
#vem of wer does ot sxstall onganal Ele opem application, ces daplay oppeaite VP
network relation setting...
P address Aler(White lit) changeable |
7 netios spend ko sieemee by every b valsd ® mvald changuable v
vabd & maid 2
frrr bunctnlth rurcd *{muimem commmication speed] ad sy anky bl
[ pr————Tp
Rpa -hangoable v
i commmction peed ey A changnablo
7 el comumumseatn spead hps changeable w
el ramty meturek comet 1 L changable “
vt metwork commect e
naris of tonaling varver dafuht poet sumthar b
ehangeatle bt
e GET uize KB defyult ; ) muxeerem POST noe KBigefault : 0}
s cormect eathod of not
audio + image relation setting...
Ricomliyus ol start. o valid ® mualid changuabir ~
seting microphone costrol d changeatle ~
ot v echcannd e bad U acl ® ialid changuable vl ¥
< >
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3. Please put the checkbox [ of selected items of conference room customization on
to make a change.

The following items are customizable items.

share relation setting...

set file share mode Set up file sharing.

Default is set as [ Valid].

set ap share and desktop share Set up application sharing and desktop sharing.
Default is set as [ Valid].

set whiteboard share Set up whiteboard sharing.

Default is set as [ Valid].

set web share Set up web sharing.

Default is set as [ Valid].

network relation setting...

IP address filter(White list) Set up IP address filter to authorize accesses of the

conference room.

action speed auto measure by every login Set up network speed test each time at login.

Default is set as [Invalid].

Remove restriction on bandwidth Enable removal of bandwidth restriction.
requirement (Kbps to 6000) The default setting is " Invalid ".
maximum communication speed Set up maximum communication speed.

This configuration will affect <Set Communication

Speed>.
set communication speed Set up communication speed.
set priority network connect Set up priority network connect to [TCP Tunneling] or

[Direct Connect].

set network connect Detailed network connect

audio + image relation setting...

Reconfigure at start-up Set up voice dialogue each time at login.

Default is set as [Invalid].

setting microphone control Set up the speak mode(microphone control)

set up echo cancel mode Set up the echo canceller to strong or weak.

Noise cancel set up microphone mode Set up the noise canceller, microphone to strong or
weak.

Noise cancel set up speaker mode Set up the noise canceller, speaker to strong or weak.

video quality change simple setting Set up the video quality.

By doing so, user may change [Image Quality] at

same time.

meeting login relation setting...
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reserve entrance To set up device settings at entrance page for users to
check operation in a reserved conference room.

Default is set as [Valid].

check operation meeting Set up items to test before the conference starts such
as network, voice and video.

Default is set as [ Valid].

< Setting for manager > is enabled as default which is unrelated to items of conference room
customization with (On)/L1 (Off).

While conference room customization items checkbox is turned to (On), customizable
items are listed under < Setting for manager >.

Below, are options for < Setting for manager >.

Changeable Updates from conference room manager are allowed.
Unchangeable Updates from conference room manager are not allowed.
Invisible entry To disable items on detailed meeting setting page exclusively for managers.

MeetingPlaza Mobile does not support room customization.

Some features on MeetingPlaza for Mac does not support room customization.

4. Complete registration and click [OK] to proceed to all meeting setting page.

= <

Fie [dt Yew Fgeoress Jooh  Help

'rnectingpinzc\“

I all meeting setting

share relation setting...

Ty Dy g for manszs
et il chuzy moda aefn s vistal fila g czlyicn lock for mestng ozl ("2 \mctangeshie
set o nhare and deskiop share mstting chapeakie
set whitelbvyard shase imsitiag chusgealie
vet webs chare ity chazgeable

network relation setting....
[P aaddress fiven s fis) Imssting chamgeahie
»c0n speed yet meanE by ever opn mosttizg huageabis
free bamaortdth: ronmmal msTing awvisi bl s
marimem sormmaation mpasd imstting chazguable
st commucaiion speed umstiing chageabie
L T T [CEoitTy chusgeilie
e ek CoEn TR chuageabie
audio + tmage relation seting..,
Reseafigare o A imsting chisz g bl
\ettmp mimophene sone ey Changs mir state by Ot ey (Taggle To Takk? \mctangeshis
sl eCBOCROE Mt ety s geatie
moesecancs] s 6P mIcToplone mode mssTIEg hasgeahle
ansssincd s sp ke mde imslizg usgealis
Tideo gualrty dhangs cimpls seting Imstting chungeatiz
login conference room relation setting ..
s resenE emiance msstting changrabie
shaw check opesatam imesiting chaageable
Bl

51



5. Review the Manager information and Click [OK] to confirm.
Click BACK to make any changes.

6. Click [Go back] to return to Top page for system administrators.

I Normal end.

GO BACK
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5-2 Set logos

Add logo to the top of the page header and conference room page.

G‘-’a_,ﬂ% £ - B O X[ @ MestingPlezaToppa., || fn) 27 &3
® ®
*mectingplaza
I Top page for system administrators

Ocle 2 - 80 X|[ @ westrgpimToppa. x| | ia) 0 8

® NrTIT ‘meetingplaza’

I Top page for system administrators

From Top page for system administrators, click [Set logos] to proceed on.

I Top page for system administrators

This server ( ) is licensed for 0/ 144 (used / man
Detailed

System Adhoc Room Administration

System Adhoc Conferene Fooms
Group
Confée Room Managers

List of Conference Room Managers
MNew manager registration

Common address Import/Export

System Configuration

All conferences configuration

Portal configuration

Set message to users

Announcement for Conference Room Managers
Announcement for User

Record Viewer management

System manager password

License information
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5-2-1 Upload Logo

Please check following items before uploading a logo.

Logo file name is limited to alphabets, numbers and special symbol " " (underline).

Upload images are limited to *.jpg, *.jpeg, *.png, *.gif files.

On the top of the page header, logo size is set S0px for width and length automatically.

On conference room page, logo size is length 25px times width 25px.

1. From Top page for system administrators, click [Set logos] to proceed.

I Top page for system administrators

This server ( ) is licensed for 0 / 144 (vsed / ma
Detailed

System Adhoc Room Administration

System Adhoc Conferene Rooms
Group

Conference Room Managers

List of Conference Room Managers

New manager registration

Common address Import/Export

System Configuration

All conferences configuration

Portal configuration

Set message to users

Announcement for Conference Room Managers
Announcement for User

Record Viewer management

System manager password

License information
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2. Click [Browse] on logo management page.

I!E L-c | [m#| Company logo management * m

*mectingplaza’ :
I Company logo management
Logo management
Upload
I Browse... I Upload Remove the logo you uploaded >>
You can use only alphanumeric characters or _ (underscore) for the fle name. Preview
Logo of will be displayed in the ng si;
* Height : 50px o 5
 Width - Tt is set automatically maintaining the ratic
Logo in Conference rocm will be displayed in the following sizes
* Height : 23px
« Width - 23px
Display Logo Settings
The top of the page header Conference room
Setting image Setting image
Logo does not setting Logo does not setting
‘ Settings ‘ ‘ Cancel the settings ‘ Settings ‘ | Cancel the settings
URL URL
‘ ‘ ‘ Settings ‘ ‘ ‘ Settings
Back v

3. The dialogue box for selecting files to upload is displayed.

@ + 4 | » image_sample v & Search image_sample 2

Organize = MNew folder =~ M @

ﬁ Favorites MName Date modified Type

B Desktop gl camela_loge 6/20/2013 1218 AM  PNG File
|l Downloads [a2] desk_logo 6/20/201312:21 AM  GIF File
G| Recent places [aZ] logo_002 6/20/20131219 AM  PNG File
gl logo_02 6/20/2013 1:28 AM  JPEG File
18 This PC [aZ] logo_a £/20/2013 12:43 AM  JPG File
[a] logo_ntt 2/13/20126:55PM  GIF File
€l Network [2] loga_nttit 6/11/2013 1:01 AM  PNG File
lg‘ mp_mobile_logo TM18/2013 .45 AM PNG File
gl nttit_small 71772013 9:36 PM PNG File
El nttit_small_02 TAT/20139:38 PM PNG File

<

File name: v | | Custom Files (* jpeg;*.jpg;*.jpe ¥ |

| Open | | Cancel |
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4. Material to which prior is updated is selected, and "Open" is clicked.

@ - 4 H » image_sample

Organize « Mew folder

ﬁ Favorites Name

B Desktop
Liv Downloads
5l Recent places

gl camela_logo
gl desk_logo
gl logo_002
gl logo_02

18 This PC

v &

Search image_sample

B= ~
Date modified

6/20/2013 12:18 AM
6/20/2013 12:21 AM
6/20/2013 12:19 AM
6/20/2013 1:28 AM

6/20/2013 12:43 AM

o
M @

Type
PNG File
GIF File
PNG File

JPEG File
JPG File

2/13/2012 6:55 PM

GIF File

f" Metwork

lg‘ mp_mobile_logo
gl nttit_small
[aZ] nttit_small_02

<

6/11/2013 1:01 AM
7/18/2013 1:45 AM
71772013 9:36 PM
TT/2013 938 PM

PNG File
PNG File
PNG File
PNG File

File name: | logo_ntt

v| Custom Files (* jpeg;*.jpg;*.jpe ¥

5. Click [Upload].

I!E P~ | [me| Company loge management * m

Open

| —

*meetingplaza’

Cancel

I C y logo

Logo management

Upload

C:\Wsers'Desk

Browse... I Upload I Remove the logo vou ==

You can use only or_ for the file name.
Logo of the page header will be displayed in the following sizes

+ Height : 50px
+ Width : It is set automatically maintaining the ratio
Logo in Conference room will be displayed in the following sizes

+ Height : 25px
+ Widh : 25px

Display Logo Settings

The top of the page header

‘Conference room

Setting image
Logo does not setting

Setting image
Logo does not setting

‘ || Settings

‘ ‘ Settings

~
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6. Upload is successfully completed message displays. Uploaded logo is displayed on preview
page.

e@‘w P-c H mé| Company logo management ‘ ‘ iy 5
*mectingplaza’

I(‘ pany logo t

Logo management

Upload  You has been successfully uploaded.

Browse. Upload Remove the logo vou uploaded ==

“You can use only alphamumeric characters or _ (underscore) for the file name. m——
Logo of the page header will be displayed in the following sizes

* Height: 5
+ Width : It is set automatically maintaining the ratio

Logo in Conference soom wil be displayed in the following sizes @ NTTIT

« Height: 23px
« Width : 25px.

Display Logo Settings

The top of the page header Conference room
Setting image Setting image
Logo does not setting Logo does not setting
Cancel the settings Cancel the settings
URL
[ |[ Setiings [ J[ Setiings

v

5-2-2 Display Logo Settings

Configure the uploaded logo.
Logo can be set on the top of the page header or conference room page separately.
Configuration procedure is the same. Below describes how to set up logo on the top of the page

header.
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1.  Go to < Display Logo Settings > -> < The top of the page header >, click < Settings >.

I!E P~ | [me| Company loge management m
A

*mectingplaza’

I Ci y logo t
Logo management
Upload

Remove the logo you uploaded >>

You can use only ic ch or_ for the file name. Preview
Logo of the page header will be displayed in the following sizes

~ Height : 50px
« Width : I s set automatically maintaining the ratio
Logo in Conference room will be displayed in the following sizes

+ Height : 25px
+ Width - 23px

Display Logo Settings

The top of the page header ‘Conference room
Setting image Setting image
Logo does not setting Logo does not setting

I Settings I ‘ Cancel the settings | Settings ‘ | Cancel the settings

URL URL
| ‘ ‘ Settings | ‘ ‘ Settings

2. Images are available to choose from.

P~C E Image selection

cctingploch

I Image selection

Select an image to display
o nttit_small png

©)

Clogo_nttit png
® NTTIT

O logo._ntt gif
@)g;mm
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3. Choose the image and click [OK].

&= (2| 0O = & || [mel Image selection

*meetingplaza’

I Image selection

Select an image to display
O nttit_small png

o
©Nrrim

O logo ntt gif
@)g;mm

4. Logo is displayed on top left of the page.

I!@ L~-c |E Company loge management m

@®@ NTTIT *mectingplaza’ *

I Company logo management

Logo management

Upload

Remove the logo vou uploaded ==

You can use enly or_ for the file name. T —
Logo of the page header will be displayed in the following

* Height: 50px
+ Width : It is set automatically maintaining the ratio
Logo in Conference reom will be displayed in the following sizes

+ Height- 25px
- Width : 25px

Display Logo Settings

The top of the page header It has been set up Conference room

Setting image Setting image
Logo does not setting
®© NTTIT

| Settings ‘ ‘ Cancel the settings | ‘ Settings | ‘ Cancel the settings

URL
| ‘ ‘ Settings ‘ || Settings
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5-2-3 Remove Logo Settings

Remove logo that is currently displayed.

1. Goto < Display Logo Settings > -> < The top of the page header >, click < Cancel the Settings

>.
!E pvclac-ummlnwmmmxm
‘meetingplaza’ ©
®NrTIT eetingplaza °
lCammhgnmalmnml
Logo management
Upload
Biowse | [ Upload | Remove the loxo vou uplosded >
Yoacaso : | proviaw
:nwg;:x:?umm_um
i iy
Dusplay Logo Settings
The top of the page header Conference room
Sesting image Setung image
Logo does not setting
® NTTIT
| settings || Settngs |
L

2. Removed logo is not available.

!E P'OlswwW‘m
-~

*mectingplaza’

| company 1ogo management
S
Upload

| Browsa. || Upkoed |  Remove the loo vou uploaded 2=

[ o oo
| Loige of the page b i b il i he g ioes

R

s
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5-2-4 Delete Logo

Delete the logo that has been uploaded.

2.

Click [Remove the logo you uploaded] at Logo Management.

_e@:':’-
*meetingplaza’

I Company logo management

Logo management

£ = & | B Company togo mansgement % | ]

Uplaad

Browse. || Upload |

| Remove the logo vou uploaded 3> I

il 0
Log: disglayed i the fod

Proview

- Height: Sipx
. m;khmmﬁcﬂ_rmurm
LogoinC :

i

e
25

1

Display Logo Settings

The top of the page header

Conference reom

Setming image
Logo does not serting

| Semings | | Cancel he setings |

Setting image
Logo does not sening

| semngs | | Cancel me setsings |

URL

URL
[
1

Images that are available to delete are displayed.

=1 - |

< OE

PL~c || @ Image selection X

@ n~rrir *meectingplc

I Image selection

| nttit small png

O]

| logo nttit png

Select the image to delete (multiple answers allowed)
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3.

4.

Choose the image(s) to delete and click < OK >,

=) E P~ B Image selection

mn 'mcctingplg |

I Image selection

Select the image to delete (multiple answers allowed)
| nttit small png

O,

[Vllozo nttitpz
®©) NTTIT

e go_ntt.gif

®© NrTIT

R ] me Compary loge management * |

« O|E

éetingplam‘

IP;JW 8 t

Logo management

Upload

| Browse l Remaove the logo you uplonded > *The logo removed
i char carr) for Frev

Dusplay Logo Semngs

Conference room

The top of the page header
Setting image Setting image
Loge does not setting Loga does not settng
| Settings | [ Cancalthe sefings ["Settings | [ Cancel ths serings |
URL URL
| |[[Setings | [ | Sotings |
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5-3 Portal configuration

This page allows user to set items shows on Top page for system administrators and

participants.

1. From Top page for system administrators, click [Portal configuration].
I Top page for system administrators

This server ( )15 licensed for 0 / 144 (used / ma»
Detailed

System Adhoc Room Administration
System Adhoc Conferene Rooms
Group
Conference Room Managers
List of Conference Room Managers
New manager registration

Common address ImportExport

System Configuration

All conferences configuration

Setlogos

Set message to users

Announcement for Conference Room Managers
Announcement for User

Record Viewer management

System manager password

License information

2. Portal configuration page is opened.

Q B
*meetingplaza’

£+ B¢ X || & Portal configuration

I Portal confliguration

Vou an sebect Tisk that you want to display on Pertal {net limit sy stem Gestues)
Usage

MRTG (User) B Dugly Hade

METG (Netuesk] & Displar Hide
System Adhoc Reom

Estranee 8 Duply e

Hemertsen cxtrenos & Display Mide
Reserve and Adhoc Room

Confiemece scheduler & Duplyy Hade

10 Lags & Display Hide

Recording Viewer

Server recerding viewer 8 Duply Hade
Lazal recordmg mewer @ Displey Hide
Help

Fisst step guide (i conference) & Display Duplay caly HTML Dusplay culy FDF Hide
Confeeence Admnistrmtor Manual @ Displar Display cely HTML Display ety PFDF Hide
Chairperson and lacturer's role B [Dupla Duspley by HTAL Duspley culy PDF Hide
Reference manusd for waer @ Displey Display el HTML Display ey PDF Hide

Gt e nstalles & Dirpler Hide

3 :
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Items related to usage status are listed on Top page for system administrators.

The rest of items show on Top page for participants.

Choose enable/disable items and click [OK].

< Updated > message shows on portal configuration page.

[E=EEoR =)

[ i 5

(18
*mectingplaza®

2 P-Bex

(& Portal configuration |

I Portal configuration

Updated

Tink that you want to display on Portal (not limit system features)

MRTG (User) @ Display Fide

MRTG (Network) © Diply  ® Hide
System Adhoc Room

Entrance O Disply @ Hide

m,

Reservation entrance

®

Diply O Hide

Reserve and Adhoc Room

Confereneee scheduler @ Display Fide
ID Login @ Disply O Hide
Recording Viewer
Server recording viewer @ Disply O Hide
Losal recording viewer © Diplay O Hide
Help
First step guide (in conference) @ Disply ) Display only HTML ) Display enly BDF ) Hide
Conference Administrator Manual © Disply O Display oty HTML @ Display cnly PDF ) Hide 4
Chairperson and lecturer’s Tole @ Display Display cnly ETML ~ © Display only PDF ) Hide
Reference mamual for user © Disply ) Display only HTML ~ © Display enly PDF ) Hide
Get Client Installer @ Disply O Hide

Click [Go back] to return to Top page for system administrators.

e
eo‘w P~ H | MeetingPlaza Top page for .. ‘ ‘ e

Flle Edit View Favorites Tools Help

*meetingplaza’

I Top page for system administrators

‘This server ( ) s licensed for 0 / 144 (used / max) simultaneous logins. Now checking consumption of client license aumber.
Detailed

System Adhoc Room Administration Usage

System Adhoc Conferene Rooms Daily usage

Group Monthly usage

Congestion level
MRTG (User)
MRTG (Network)

Conference Room Managers
List of Conference Room Managers

New manager registration

Common address ImporyExport
System Configuration System Administrator Manuals
All conferences cenfiguration System Administrator Reference manual [ PDF ]
Set logos Release Note:
Portal configuration

Set message to users

Announcement for Conference Room Managers

Aancuacement for User

Record Viewer management

System manager password

License information

>3 Users Portal

Copyright(C) 2002-2014 MeetingPlzza B Di NTT-IT Corp. All rig

64



6. < Hide > Item means no show on the page.

5-4 Set message to users

Users are allowed to enter text message on Top page for participants, conference administrator

login page, user login page or system Adhoc conference room list page.

1. From Top page for system administrators, click [Set message to users].

I Top page for system administrators

This server ( ) is loensed for 0/ 144 (used / may
Detailed

System Adhoc Room Administration
System Adhoc Conferene Rooms
Group
Conference Room Managers
List of Conference Room Managers
New manager registration

Common address Import/Export

System Configuration
All conferences configuration
Setlogos
Portal configuration
Announcement for Conference Room Managers
Announcement for User
Record Viewer management
System manager password.

License information

2. Set the screen displays the user message.

a = B v B0 X Y B St message to users
*meetingplaza’

I Set message to users

hitpy!,, will be comverted mto bk autormically

Messape on Pomal of users @ (g -

Message on the ertrance page of conference reservation G >

Message onthe emmrance page of ID ogm : Go =

Measage on System adhoc bgn entrances o >

[ Prerauw | | BACK
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3. Type a message, "Preview" to click.

G': "‘ e pP-EBEX ” & Set message to users |
*nectingplaza’

I Set message to users

Message on Portal of users

example test

Message on the entrance page of conference reservation.

Message on the entrance page of ID login

Message on System adhoc login entrances

Apply Back and edit again

4. “Apply” is clicked.

ectingplaza’

£ - 20K | @ stmessageto wsars % |

I Set message to users

hittp:/.__ will be converted into link automatically.

n

Messages are updated.

Message on Portal of users : Go -=

example test

Message on the entrance page of conference reservation - Go -=

5. "Go" and click, you can see the message entered.
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£ = & | [me] MeetingPlaza Top page for ... %

File Edit View Favorites Tools Help

%mectingplaza’

I Top page for users

Message

Example test

[ —

Recording Viewer

@Smermm{dingvim liJanepgmde(in conference) [ PDF |
&]L@calmcmdingviewu iﬂCmfermceAdminixhamrMamul[PDF]

liJChairpeﬂmandlechuu‘sm[PDF]

[ﬂkefamemmmlﬁxnm[m}']

QGﬂChmtInsh]]u[Win][Mac][Andmid][iOS]

Copyright(C) 2002-2014 MestingPlaza Business Division, NTT-IT Corp. All rights reserved.

67



5-5 Announcement for Conference Room

Managers

Show announcement on the portal page for Conference Room Managers.

Click [Announcement for Conference Room Managers] on the top page of system

administrators to make changes.
I Top page for system administrators

This server ( ) is licensed for 0 / 144 (used / mar
Detailed

System Adhoc Room Administration
System Adhoc Conferene Rooms
Group

Conference Room Managers
List of Conference Room Managers
New manager registration

Common address ImportExport

System Configuration

All conferences configuration
Set logos

Portal configuration

Set message fo users

I Announcement for Conference Room Managers I

Announcement for User

Record Viewer management
System manager password

License information

5-5-1 New Registration

l. At the screen of announcement list for Conference Room Managers, click [New

Registration].

-
Ok -
(S| = | P~ H mé] Announcement List for Co... | ‘ Aok,

File Edit View Favorites Tools Help

*mectingplaza’

I Announcement List for Conference Room Managers

New Registration

There is no unidentified information.

< Move to Portal Page
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2. A screen is displayed to allow user to enter announcement for conference room

managers.
_ =
e@|“ \ P~ ” el Mew Announcement for Co... | ‘ ok
Eile Edit View Favorites Tools Help
*mectingplaza’ .
I New Announcement for Conference Room Managers
VEVING PERI0D :
TITLE :
MESSAGE Uspmese) ] | \EssaGE:
TITLE
|
MESSAGE:
MESSAGE (English) =

TITLE :

MESSAGE (Chines) [ | npessacE:

3. Enter your announcement message.
Enter the valid period for this announcement message.
For message in Japanese, enter title and body of the message.

For message in English or Chinese, click [...] to enter.
Messages (English) are delivered to Conference Room Managers that enabled
language setting "English", while Messages (Chinese) are delivered to Conference

Room Managers that enabled language setting "Chinese".

4. After entering information, click [OK] button to proceed to a confirmation page.
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me| 0~ & || e Confirm x

File Edit View Favorites Tools Help
*mectingplaza’
I Confirm
VIEWING PERIOD Aug 252015 14:10 - Aug 24 2016 14:10
TITLE:
MESSAGE (Japanese)
MESSAGE:
TITLE:
MESSAGE (Enalish maintenance
MESSAGE:
maintenance
TITLE:
MESSAGE (Chmese)
MESSAGE:

5. Click [OK] to proceed from confirmation page to a successful completion page.

P~c EUperatlon Completed x
File Edit View Favorites Tools Help

*mectingplaza’

I Operation Completed

‘ Move to User Announce List Page >

6. Click [Move to Announcement List Page] to return to the page of Announcement list for
Conference Room Managers. Message(s) for managers are displayed.
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5-5-2 Delete

1. At the screen of announcement list for Conference Room Managers, click [Delete] to

proceed.

s
Q@“E‘ P~c H@Announcement List for Co... | | 1) * {§}

File Edit View Favorites Tools Help

*mectingplaza’

I Announcement List for Conference Room Managers

TITLE : |English VIEWING START VIEWING END

maintenance Aug 252015 14:10 Aug 24 2016 14:10

< Move to Portal Page

2. Confirm the pop-up message and click [OK] to proceed.
Message from webpage “

9 Do you want to delete this announce?

Cancel

5-5-3 Switch between language(s)

Choosing the language on the page of Announcement List for Conference Room Managers

will allow managers to receive messages per languages enabled.

- o N
Qo 0 - & 8 amouncementisor o % || & A

Eile Edit View Favorites Tools Help

*mectingplaza’

I Announcement List for Conference Room Managers

New Registration

Enish
mes: Q Aug 25 2015 09:55 Aug 26 2015 13:55 DELETE

< Move to Portal Page

TITLE VIEWING START VIEWING END

71



5-6 Announcement for users

The announcement messages are displayed on ad hoc conference room top page,

reservation top page, Android top page, iOS and Mac top pages.

At the top page for system administrators, click [Announcement for user] to make changes.
I Top page for system administrators

This server ( ) is licensed for 0/ 144 (used / mar
Detailed

System Adhoc Room Administration

System Adhoc Conferene Fooms
Group

Conference Room Managers

List of Conference Room Managers
New manager registration

Commeon address Import/Export

System Configuration

All conferences confipuration
Set logos

Portal configuration

Set message to users

Announcement for Conference Room Managers

I Anncuncement for User I

Record Viewer management
System manager password

License information
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5-6-1 New Registration and Change

1. At the page of announcement list for users, click [ Change] to make changes.
o . =N

Bile  Edt  Yew Fgeores  Tock  Help

| *meectingplaza’

I Announcement List for Conference Room Managers

TARGET PAGE MESEAGE:[Engish ]

A Rocuns CHANGE

Reserve Entrance CHANGE
Andenid Exmumer | cHANGE
105 Extramce [criance
Ma: Esmusmce CHANGE

< Move 1o Fortal Page

2. A configuration page is displayed to allow user to make changes to announcement

messages for users.

-
eo‘mv 0 ~ G |[ P New Announcement for User ‘ ‘ ok Tt

File Edit View Favorites Tools Help

*meetingplaza’

I New Announcement for User

MESSAGE (Japanese) D MESSAGE :

MESSAGE:

MESSAGE (English) =

MESSAGE (Chinese)

| < Move to User Announce List Page

D MESSAGE :

3. Enter the announcement messages for users.
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For message in Japanese, enter title and body of the message.

For message in English or Chinese, click [...] to enter.

Messages (English) are delivered to Conference Room Managers that set browser
default language "English", while Messages (Chinese) are delivered to Conference

Room Managers that set browser default language "Chinese".

»*No announcement message will be distributed if the message field is left blank.
After entering information, click [OK] button to proceed to a confirmation page.

- olEN|
e@\u o~ GH mel Confirm ‘ | () g £od

File Edit View Favorites Iools Help

*neetingplaza’

I Confirm

MESSAGE (Japanese) [MESSAGES

MESSAGE:

MESSAGE (English) PR

MESSAGE (Chinese) [MESSAGES

Click [OK] to proceed from confirmation page to a successful completion page.
-
eo‘ e p-c H me| Operation Completed ‘ ‘ Tai 2of £

Eile Edit View Favorites Tools Help

*mectingplaza’

I Operation Completed

| Move to User Announce List Page >

Click [Move to Announcement List Page] to return to the page of Announcement list

for registered users. Message(s) for users are displayed.
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5-6-2 Switch between language(s)

Choosing the language on the page of Announcement List for Conference Room

Managers will allow users to receive messages per languages selected.

m—
a@,\"""’ £ ~ & || 8 Announcement List for Co.. ‘ | ) A LE
File Edit View Favorites Tools Help
*mectingplaza’ g
I Announcement List for Conference Room Managers
TARGET PAGE MESSAGE Enh
entrance
Adhoc Rooms CHANGE
Reserve Entrance CHANGE
Android Entrance CHANGE
0% Entrance CHANGE
(v

5-7 Record Management Accounts [Optional]

Add record viewers that are allowed to access to meeting history or change their passwords.

1. From Top page for system administrators, click [Record Viewer management].
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I Top page for system administrators

This server ( ) 15 licensed for 0/ 144 (used / ma>
Detailed

System Adhoc Room Administration

System Adhoc Conferene Rooms
Group

Conference Room Managers

List of Conference Room Managers
New manager registration

Common address Import/Export

System Configuration

All conferences configuration

Set logos

Portal configuration

Set message to users

Announcement for Conference Room Managers

Announcement for User

Record Viewer management

System manager password

License information

2. Alist of record viewers is displayed.

*mectingplaza’

e @ ,0 - @Record Viewers/Managers X jU,'D pe {5}

I Record Viewers/Managers

Record Viewers/Managers
D [PasswoORD
System Record Administrator  |[root ||| || change ”
D [PasswoRD
SystemAdﬁt;cﬂaRgc;cmRmd |adhnc |!| | | change |
New Viewer Registration D] PASSWORD: | | register
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3. Add, modify, or delete the accounts

Account Type The Scope of the Records for the account | Editable? | Viewable?
System Record Adminstrator All records.
Only one Administrator account is o o
allowed.
System Ad hoc Record Manager A user can view or edit recorded
information taken place in system Adhoc o o

conference rooms.

Conference Room Record Manager Only records taken in the corresponding

Registration and modification conference room.

on this account is done through ° °
the Conference Scheduler

Conference Room Record Viewers Only records taken in the corresponding

Registration and modification of these | conference room.

accounts is done through the g ?
Conference Scheduler

Record Viewer All records. X o

B There is one ID allowed for the System Record Administrator and the other ID assigned for the Ad
hoc Record Administrator in the system.

B Only the user or conference administrator is allowed to make modification on System Record
Administrator and Ad hoc Record Manager's ID or password.
Only the conference administrator is allowed to register a conference room record manager.
Only the conference administrator is allowed to change conference room record manager's ID or
password.
Only the conference administrator is allowed to register a conference room record viewer.
Only the conference administrator is allowed to change conference room record viewer's ID or
password.
Only the conference administrator is allowed to register a record viewer.

Only the conference administrator is allowed to change record viewer's ID or password.
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5-7-1 Managing System Record Administrator

Register or change the account information of System Record Administrator.

1. Type the Login ID and the password of the System Record Administrator and click change to

register.

D PASSWORD
System Record Administrator | root If | change

2. A confirmation screen appears.

The password has changed.

3. Click Back to return to the main menu.

5-7-2 Managing System Ad hoc Room Record Manager

Register or change System Ad hoc Room Record Manager account.

1. Type the Login ID and the password of the Ad hoc Record Manager and click change to

register.

D PASSWORD

System Adhoc Foom Record
Manager

adhoc || || change

2. A confirmation screen appears.

The password has changed.

3. Click Back to return to the main menu.
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5-7-3 Managing Record Viewers

Register any number of Record Viewer accounts.

1. Type the ID and password for the new account then click register.

New Viewer Registration D | PASSWORD] | | register |

2. A confirmation screen appears.

The new account was created.

BACK

3. Click Back for a new list of Record Viewers.

5-7-4 Change a Record Viewer Account

1. To change the password for a Record Viewer, click change for the appropriate account.

Record Viewer 1 MeetingPlaza | change || delete ||

New Viewer Registration ]I);| | PASSWORD: | | register

2. Aform to change the password appears.

I Recording User List

Viewer PASSWD

Viewer PASSWD (RETYPE)

[0K] [ BACK

3. Type the new password twice then click OK to update.

A confirmation screen appears.

The password has changed.

BACK

4. Click [back] to return to the login screen for record viewers.
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5-7-5 Delete a Record Viewer Account

1. To delete a Record Viewer account, click delete in the appropriate row.

‘ Record Viewer 1 ‘ MeetingPlaza “ change || delete |

New Viewer Registration ot | PASSWORD: | | register

2. A confirmation screen appears.

The account was deleted.

3. Click Back for a list of current Record Viewers.

To change an ID, delete the account, and register a new one
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5-8 Password of the system administrator

System administrator password is the password to log into top page for system administrators.

.
Q@HE‘ PL-c |||E|system manager confirm x | ﬁ * {é}
File Edit View Favorites Tools Help
*meectingplaza’
I Top page for system administrators(system manager confirm)
Password | |
041 >/LOGIN /8%
s
ge“E‘ o - G”@Mee’(ingp\azaTup page for ... % | i * {‘.r;.“}
File Edit View Favorites Tools Help
*mectingplaza’
I Top page for system administrators
This server ( ) is licensed for 0 / 144 (used / max) simultaneous logins. Now checking consumption of client license number.
Detailed
System Adhoc Room Administration Usage
System Adhoc Conferene Rooms Daily usage
Group Monthly usage
‘Conference Room Managers Congestion level
List of Conference Room Managers MRTG (User)
MRTG (Network)
New manager registration
‘Common address Import/Export
System Configuration System Administrator Manuals
All conferences configuration System Administrator Reference manual [ PDF ]
Set logos Release Note
Portal configuration
Set message to users
Anno for Confe Room M:
Announcement for User
Record Viewer management
System manager password
License information
=% Users Portal
Copyright(C) 2002-2014 MeetingPlaza Business Division, NTT-IT Corp. All rights reserved.

To change administrator password, please go to top page for system administrators.
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1. Click "System manager password".

I Top page for system administrators

This server ( ) is licenzed for 0/ 144 (uzed / ma»
Detailed

System Adhoc Room Administration

System Adhoc Conferene Fooms
Group

Conference Room Managers

List of Conference Room Managers
New manager registration

Common address ImportExport

System Configuration
All conferences configuration
Set logos
Portal configuration
Set message to users
Announcement for Conference Room Managers
Announcement for User

Record Viewer management

I System manager password I

License information

2. Show the system manager change page.

I system manager change

CURRENT PASSWORD || |

NEW PASSWORD | |

NEW PASSWORD (RETYFE) | |

m | Back to the Top page.

3. Enter old password and enter a new password, then click "OK" to proceed.

4. A confirmation page is displayed.

I Normal termination.

Back to the main page.

5. Click "Back to the main page" to go back to the system manager change page.
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5-9 License Information

Server license information is displayed.

1. At the top page for system administrator, click [License information].
I Top page for system administrators

This server { 7 18 licensed for 0 / 144 (psed / mar
Detailed

System Adhoc Room Administration

System Adhoc Conferene Fooms
Group

Conference Room Managers
List of Conference Room Managers
New manager registration

Common address ImportExport

System Configuration
All conferences configuration
Set logos
Portal configuration
Set message to users
Anncuncement for Conference Room Managers
Announcement for User
Record Viewer management

System manager password

2. Server license information is displayed.
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mel O - & || [me| License information e i @

] License information

Max simultaneous login license
Client license(used/max)
Hostname

Expire date

Lecture option

File sharing

AP sharing

Server recording

Local recording

HD Video

Mobile option

144

271152
example.meetingplaza.com
2020/01/01

on

on

on

on

on

on

on
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6 Usage

Per usage status, user may check conferences for today or this month, as well as
congestion level, MRTG (User) and MRTG (Network).
- o N

e°| i o-a || me| MeetingPlaza Top page for .., | | ) S«‘\? {§}

Eile Edit View Favorites Tools Help

*meectingplaza’

I Top page for system administrators

This server ( ) 15 licensed for 0 / 144 (used / max) simultaneous logins. Now checking consumption of client license number.
Detailed

System Adhoc Room Administration Usage

System Adhoc Conferene Rooms Daily usage

Group Monthty usage

Conference Room Managers Congestian level

MRETG

List of Conference Room Managers (Usen)

. . MRTG (Network)
New manager registration
‘Common address Import/Export
System Configuration System Administrator Manuals
All conferences configuration System Administrator Reference manual [ PDF ]
Set logos Release Note

Portal configuration

Set message to users

Announcement for Conference Room Managers

Announcement for User

Record Viewer management

System manager password

License information

=% Users Portal

Copyright(C) 2002-2014 MeetingPlaza Business Division, NTT-IT Corp. All rights reserved.

85



6-1 Daily usage

1.

Click on Daily usage.

System Adhoc Room Administration Usage
System Adhoc Conferene Rooms
Group Monthly nsage

Congestion level
MRTG (User)
MRTG (Wetwork)

Conference Room Managers
List of Conference R.oom Managers
New manager registration

Common address Import/Export

Daily usage are displayed.

— a x
e = £~ ¢ || e Daily usage
*mectingplaza’
I Daily usage
|| Search with Conference |D
PREV. DAY Jun 17 2016 NEXT DAY
Rservation Adhoc Rooms System Adhoc Reservation System Adhoc Room
» Download user log in selected reservation \ » Download reservation log
- B
Total
Number Total _
Manager id Start time End time =oh = Conference id Ol I length (el =™
(minutes) - time time (minutcs) PAMtcipants  time
peopl utes) (minutes)
[ MeetingPlaza 2016/06/17 15:15 2016/06/17 16:15 60 2 1234567890_ABcDEF1GHI 2016/0617 15:12 2016/06/17 15:19 7 2 11
[ MeetingPlaza-taro 2016/06/17 18:11 2016/06/17 18:26 15 1 1234567890_abCdeFgHlj  2016/06/17 18:12 2016/06/17 19:11 59 2 61
Check all | Uncheck all
- - =
User may look for the conference for today via conference ID search.
— a

e = L - & || mel Daily usage
*mectingplaza’

I Daily usage

I| || Search with Conference |D ||

PREV. DAY Jun 17 2016 NEXT DAY

Rservation Adhoc Rooms System Adhoc Reservation System Adhoc Room

» Download user log in selected reservation \ » Download reservation log

<<n>>

Total
Number Total "
Manager id Start time End time =oh = Conference id Ol I length (el =™
{minutes) . time time Cttes) PaFticipants time
=i == (minutes)
[] MeetingPlaza 2016/06M7 15:15 2016/06/17 16:15 60 2 1234567890_ABcDEF1GHI 2016/06/17 1512 2016/06/17 15:19 7 2 "
[ MeetingPlaza-taro 2016/06/7 18:11 2016/06/17 18:26 15 1 1234567890_abCdeFgHIj  2016/06/17 18:12 2016/06/17 19:11 58 2 61

Check all | Uncheck all

«->>
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4. Click on Manager ID on a row shows the information of the manager (Conference Room

Manager).

s » o = P-c "F Conference room manager ...

e vee *mectingplaza’

I Conference room manager information

Manager id MeetingPlaza

Login id MeetingPlaza
MName MeetingPlaza
Organization MP
Fhone [
Facumile
E-manl mieetingplazaexample com
Foom type 0, 10 Users
Login failuar count |0
Accomststatis |0
Language English
Adhoc Reom Yes
Userregisteration. | Yes
Comments No
Timezone | Asia Tokyo
Start date 612016
Termination date 612026
Memo

Pre-uploading |ensbled
Storage Capacity | S11MB
Max Size (File  256MB

P detailed meeting setting

Update manager information Delete account Conferences

5. Click on the conference start date on a row shows the information of the conference.

Start time ’ @ = D = & || B Conference information
*mectingplaza’

2016/06/10 13:30|

| Conference information

Sabjedt  Weli Conlaients
Msgng Bma  fen 10 2016 1330 - Jun 10 2016 1430

Nebfscation
Jun 102016 13 15

nd ot abion
dun 90 20081525

Wakce quality: excalient
Liewiing ssting
Mesting room design:  Standsed

Cha setingFlaza mawingpiaragieamebs com ] o
Lint of Parbicipants 2
Ui ) MaetngPlaza A ‘meatngpiaza- Ao amphe com
( Lrs:'l\‘.h UisotngPlazs B eingpiard-bienamgle com

Mumber of Guest Accousd

Stan Jun 03 1308
End Jun 03 1428

Back | Back to ihe main page
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To change the date, choose it from the pull-down menu
DAY.

or clicking on PREV DAY or NEXT

- m} x
e e £~ & || e Daily usage e 48
*mectingplaza’
I Daily usage
|| Search with Conference ID
| [Jun_v|[17 v|[2016 v | | PREV. DAY Jun 17 2016 NEXT DAY
Rservation | Adhoc Rooms  Sysiem Adhoc Reservation  System Adhoc Room
* Download user log in selected reservation | » Download reservation log
- B
Total
Number Total
: . . Length _ Usage start Usage end Numberof  participant-
Manager id Start time End time (minutes) °F Conference id time fime length - .
people (minutes) Perticipants o 5
[0 MeetingPlaza 2016/06/17 15:15 2016/06/17 16:15 &0 2 1234567890_ABcDEF1GHI 2016/06/17 1512 2016/06/17 15:18 7 2 1
[ MeetingPlaza-taro 2016/06/17 18:11 2016/06/17 18:26 15 1 1234567890_abCdeFgHlj  2016/06/117 18:12 2016/06/17 19:11 59 2 61
Check all | Uncheck all
<« - .

User can download log file by clicking [Download user log in selected reservation], [Download

reservation log] in the tab of conference room reservation, or clicking [Download log file],

[Download detailed log] in the tab of Adhoc conference room.

— m} X
e me) 0~ & || e Daily usage
*mectingplaza’
I Daily usage
|| Search with Conference ID
2016 v PREV. DAY Jun 17 2016 NEXT DAY
Rservation | Adhoc Rooms  Sysiem Adhoc Reservation  System Adhoc Room
| » Download user log in selected reservation \ » Download reservation log
- B
Total
Number Total
: . . Length _ Usage start Usage end Numberof  participant-
Manager id Start time End time (minutes) °F Conference id time Gime length - .
people (minutes) Perticipants o 5
[ MeetingPlaza 2016/06/17 15:15 2016/06/17 16:15 60 2 1234567890_ABcDEF1GHI 2016/06/17 15:12 2016/06/17 15:18 7 2 11
[ MeetingPlaza-taro 2016/06/17 18:11 2016/06/17 18:26 15 1 1234567890_abCdeFgHlj  2016/06/17 18:12 2016/06/17 19:11 59 2 61
Check all | Uncheck all
<« - .
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6-2 Monthly usage

1. Click on Monthly usage.

System Adhoc Room Administration Usage
System Adhoc Conferene Rooms Daily usage
Group

Congestion level

Conference Room Managers
MRTG (User)

MRTG (Network)

List of Conference Room Managers
New manager registration

Common address Import/Export

2. Monthly usage are displayed.

- a
e i P - & |me Monthly usage W

*mectingplaza’

I Monthly usage

H Search with Conference ID
Prev. month Jun 2016 Next month  Congestion level
Rservation =~ Adhoc Rooms  Sysiem Adhoc Reservation  System Adhoc Room
» Download user log in selected reservation | » Download reservation log
w - .
Total Total
Manager id Start time End time "E',"':'H :"'""" Conference id :“9‘ start :“9‘ end length Number "" participant-
(minutes) people ime ime (mi 5 Partemants o 2

[ MeetingPlaza 2016/06/03 12:56 2016/06/03 13:56 60 1 1234567890_ABCDEF1GHI - - - -

[] MeetingPlaza 2016/06/03 13:10  2016/06/03 14:00 50 2 1234567890_abCdeFgHIj  2016/06/03 13:28 2016/06/03 13:28 0 1 0

[ MeetingPlaza 2016/06/04 00:00 2016/06/04 01:00 60 2 1234567890_1aB2cdefg3  2016/06/04 00:03 2016/06/04 00:33 30 1 k]

[] MeetingPlaza 2016/06/06 13:30 2016/06/06 14:30 60 2 1234567890_ADCD1efgHl  2016/06/06 13:22 2016/06/06 13:52 30 1 30

[] MeetingPlaza-taro 2016/06/07 09:30 2016/06/07 10:30 60 2 1234567890_aBCDEF192H 2016/06/07 09:17 2016/06/07 09:18 1 1 1

[ MeefingPlaza-taro 2016/06/15 15:30 2016/06/15 15:50 20 1 1234567890_ABCDEF1GH! 2016/06/15 15:30 2016/06/15 15:46 16 1 13

[] MeetingPlaza-taro 2016/06/17 15:15 2016/06/17 16:15 60 2 1234567890_abCdeFgHlj  2016/06/17 15:12 2016/06/17 15:19 7 2 11

[ MeetingPlaza-taro 2016/06/17 18:11 2016/06/17 18:26 15 1 1234567890_abCD1EFGhi  2016/06/17 18:12 2016/06/17 19:11 59 2 61
Check all | Uncheck all

- n -

3. User may look for the conference for current month via conference ID search.
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O =
*mectingplaza’

I Monthly usage

Prev. month Jun 2016

Adhoc Rooms

Rservation Syslem Adhoc Reservation System Adhoc Room

» Download user log in selected reservation \ » Download reservation log

MeetingPlaza-taro  2016/06/07 09:30 2016/06/07 10:30 60
MeetingPlaza-taro 2016/06/15 15:30 2016/06/15 15:50 20
MeetingPlaza-taro  2016/06/17 15:15 2016/06/17 16:15 60

1
2
2
2016/06/06 13:30 2016/06/06 14.30 60 2
2
1
2
MeetingPlaza-taro  2016/06/17 18:11 2016/06/M7 18:26 15 1

ooooooono

Check all | Uncheck all

0O~ & || e Monthly usage

{{. -

1234567890_abCdeFgHj
1234567800_abCD1EFGhi  2016/06/17 1812 2016/06/17 18:11 59

<<- -

H Search with Conference ID ‘I

Next month ~ Congestion level

Manager id Start time End time Length — Number o orence id LSRR MEAGEE :‘-:!Ih Number of :::Icmmb-
(minutes) of people time time (minutes)  Participants  ERTERERC

MeelingPlaza  2016/06/03 12.56 2016/06/03 13:56 60 1234567890_ABCDEF1GHI - - - - -

MeelingPlaza  2016/06/03 1310 2016/06/03 1400 50 1234567890 _abCdeFgHIj  2016/06/03 1328 2016/06/03 1328 0 1 0

MeetingPlaza 2016/06/04 00:00 2016/06/04 01:00 60 1234567890_1aB2cdefod  2016/06/04 00:03 2016/06/04 00:33 30 1 30

MeetingPlaza 1234567890_AbCD1eigHl  2016/06/05 13.22 2016/06/06 13.52 30 1 30

1234567890_aBCDEF1g2H 2016/06/07 09:17 2016/06/07 09:18 1 1 1

1234567890_ABCDEF1GHI  2016/06/15 15:30 2016/06/15 15:46 16 1 13
2016/06M17 1512 2016/0617 15:19 7 2 "
2 61

Click on Manager ID on a row shows the information of the manager (Conference Room

Manager).

Manager id 0 -
e vee *mectingplaza’
I Conference room manager information
Manager id MeetingPlaza
Login id MeetingPlaza
MName MeetingPlaza
Organazation MP
Fhone [
Facumile
E-manl mieetingplazaexample com
Foom type 0, 10 Users
Login failuar count |0
Accomststatis |0
Langusge English
Adhoc Reom Yes
User registeration Yes
Corments No
Timezone Asia Tokyo
Start date 612016
Termination date 612026
Memo
Pre-uploading enshled
Storage Capacity | S12MB
Max Size (File 256 MB
P detailed meeting setting
Update manager information Delete account Conferences

P-c "'_F: Conference room manager ... »
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5. Click on the conference start date on a row shows the information of the conference.

- o %
Start time @ - DO = & || = Conference information
*meetingplaza’
2016/06/10 13:30 op
| Conference information
Managhtid  MestegPaza
Sabjedt  Weli Conlaients
Magting bma  Jen 10 2016 1330 - Jun 10 2016 14 30
NobRcation
Natfcaton dun 102016 13 5
2nd noES Al
Jun 10,2016 1525
Vaokce quality:  excefent
lewiing ssting
Mesting room design:  Standaed
B show log
Serd a-mad
| Hame | E-mad addeess | s o  Ergisn | Recoidable
Cha lpetingFlaza mawingpiaragieamebs com ] o
Lint of Parbicipants 2
Ui ) MaetngPlaza A ‘meatngpiaza- Ao amphe com
ij;,m UisotngPiazs Miebngpiazd-bitenamch com
Mumber of Guest Accousd
Stan Jun 03 1308
End Jun 03 1428
L

6. Change the month by using the dropdown menu or by clicking PREV. MONTH or NEXT
MONTH.

- [m]
e mel P - ¢ | [l Monthly usage x o v

*mectingplaza’

I Monthly usage

| H Search with Conference ID
Jun 2018 Next month | Congestion level
Rservation =~ Adhoc Rooms — Sysiem Adhoc Reservation  System Adnoc Room
» Download user log in selected reservation | » Download reservation log
== - -
Total Total
Manager id Start time End time """:ﬂ :"'""E' Conference id :',“’E start :"" end length Numberof o ticipant-
(minutes) people ime me o ) participants (mi )

[] MeetingPlaza 2016/06/03 12:56 2016/06/03 13:56 60 1 1234567890_ABCDEF1GHI - - - - -

[] MeetingPlaza 2016/06/03 13:10 2016/06/03 14:00 50 2 1234567890_abCdeFgHlj  2016/06/03 13:28 2016/06/03 13:28 0 1 0

[ MeetingPlaza 2016/06/04 00:00 2016/06/04 01:00 60 2 1234567890_1aB2cdefg3  2016/06/04 00:03 2016/06/04 00:33 30 1 k]

[] MeetingPlaza 2016/06/06 13:30 2016/06/06 14:30 60 2 1234567890_ADCD1efgHI  2016/06/06 13:22 2016/06/06 13:52 30 1 30

[ MeetingPlaza-taro 2016/06/07 09:30 2016/06/07 10:30 60 2 1234567890_aBCDEF1g2H 2016/06/07 09:17 2016/06/07 09:18 1 1 1

[ MeefingPlaza-taro 2016/06/15 15:30 2016/06/15 15:50 20 1 1234567890_ABCDEF1GHI 2016/06/15 15:30 2016/06/15 15:46 16 1 13

[] MeetingPlaza-taro 2016/06/17 15:15 2016/06/7 16:15 60 2 1234567890_abCdeFgHlj  2016/06/17 15:12 2016/06/17 15:19 7 2 11

[ MeefingPlaza-taro 2016/06/17 18:11 2016/06/17 18:26 15 1 1234567890_abCD1EFGhI  2016/06/17 18:12 2016/06/17 19:11 59 2 61
Check all | Uncheck all

- n .
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7. To check connection status for the current month, click <Congestion level>. Please go to
[6-3 Congestion level] for details about simultaneous connection status.

- [m] X
e [me P~ ¢ | [ Monthly usage w e

*mectingplaza’

I Monthly usage

H Search with Conference 1D
Prev. month Jun 2018 Next month
Rservation =~ Adnoc Rooms — Sysiem Adhoc Reservation  System Adnoc Room
» Download user log in selected reservation | » Download reservation log
== - -
Total Total
Manager id Start time End time """:ﬂ :"'""" Conference id :',“’E start :"" end length Numberof o ticipant-
(minutes) people ime me o ) participants (mi 1)

[ MeetingPlaza 2016/06/03 12:56 2016/06/03 13:56 60 1 1234567890_ABCDEF1GHI - - - - -

[] MeetingPlaza 2016/06/03 13:10 2016/06/03 14:00 50 2 1234567890_abCdeFgHlj  2016/06/03 13:28 2016/06/03 13:28 0 1 0

[ MeetingPlaza 2016/06/04 00:00 2016/06/04 01:00 60 2 1234567890_1aB2cdefg3  2016/06/04 00:03 2016/06/04 00:33 30 1 k]

[] MeetingPlaza 2016/06/06 13:30 2016/06/06 14:30 60 2 1234567890_ADCD1efgHI  2016/06/06 13:22 2016/06/06 13:52 30 1 30

[ MeetingPlaza-taro 2016/06/07 09:30 2016/06/07 10:30 60 2 1224567890_aBCDEF1g2H 2016/06/07 09:17 2016/06/07 09:18 1 1 1

[ MeefingPlaza-tarc 2016/06/15 15:30 2016/06/15 15:50 20 1 1234567890_ABCDEF1GH! 2016/06/15 15:30 2016/06/15 15:46 16 1 13

[] MeetingPlaza-taro 2016/06/17 15:15 2016/06/7 16:15 60 2 1234567890_abCdeFgHlj  2016/06/17 15:12 2016/06/17 15:19 7 2 11

[] MeefingPlaza-taro 2016/06/17 18:11 2016/06/17 18:26 15 1 1234567890_abCD1EFGhI  2016/06/17 18:12 2016/06/17 19:11 59 2 61
Check all | Uncheck all

- n .

8. User can download log file by clicking [Download user log in selected reservation],
[Download reservation log] in the tab of conference room reservation, or clicking

[Download log file], [Download detailed log] in the tab of Adhoc conference room.

- [m] x
e [me P~ ¢ | [ Monthly usage w e
*mectingplaza’
I Monthly usage
H Search with Conference 1D
Prev. month Jun 2016 Next month  Congestion level
Rservation =~ Adhoc Rooms — System Adhoc Reservation  System Adhoc Room
» Download user log in selected reservation| | » Download reservation log
== - -
Total Total
Manager id Start time End time """:ﬂ :"'""" Conference id :',“’E start :"" end length Numberof o ticipant-
(minutes) people ime me o ) participants (mi 1)
[] MeelingPlaza  2016/06/03 12:56 2016/06/03 1356 60 1 1234567880_ABCDEF1GHI - - - - -
[] MeetingPlaza  2016/06/03 13:10 2016/06/03 14:00 50 2 1234567200_abCdeFgHlj  2016/06/03 13:28 2016/06/03 13:28 0 1 0
[] MeeingPlaza  2016/06/04 00:00 2016/06/04 01:00 60 2 1234567800_1aB2cdefg3  2016/06/04 00:03 2016/06/04 00:33 30 1 20
[] MeelingPlaza  2016/06/06 13:30 2016/06/06 14:30 60 2 1234567880_AbCDAefgHI  2016/06/06 13:22 2016/06/06 1352 30 1 30
[] MeetingPlaza-taro 2016/06/07 09:30 2016/06/07 10:30 60 2 1234567890_aBCDEF1g92H 2016/06/07 09:17 2016/06/07 09:18 1 1 1
[] MeetingPlaza-taro 2016/06/15 15:30 2016/06/15 15:50 20 1 1234567800_ABCDEF1GHI  2016/06/15 15:30 2016/06/15 15:46 16 1 13
[] MestingPlaza-taro 2016/06/17 15:15 2016/067 16:15 60 2 1234567880_abCdeFaHli  2016/06/17 15:12 2016/06/47 1519 7 2 1
[] MeetingPlazataro 2016/06/17 18:11 2016/06/17 18:26 15 1 1234567890_abCO1EFGhI  2016/06/17 18:12 2016/06/17 19:11 59 2 61

Check all | Uncheck all

<« n -
Back
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6-3 Congestion level

1. Click on Congestion level.

System Adhoc Room Administration Usage

System Adhoc Conferene Rooms Daily usage

Group Monthly usage

Conference Room Managers

List of Conference Room Managers MRTG (User)
MRTG (Network)

New manager registration

Common address ImportExport

2. The Congestion status is displayed.

- [m] *
e mel L= 0| |me Congestion level
*meetingplaza’
I Congestion level
Prev. month Jun 2016 Next month Monthly usare
Simultaneous login license : 64
Date Hour
0|1 (2 (3 |4|5|6|7 |8 (9 (10(11(12|13|14|15|16|17 |18 (19|20 (21 (22|23
1 Wed 6 6
2 Thu 5 3
3 Fri 2 5 5
1 Sat 5
01 (2|3 |4 |5 |6 |7 |8|9 10(11(12(13|14(15(16|17 |18 (19|20|21 (22|23
3 Sun
& Meon 4 4
7 Tue 5/ 5
g Wed
9 Thu
10 Fri 5 5
1 Sat
0|1 (2 (3 |4|5|6|7 |8 (9 (10(11(12|13|14|15|16|17 |18 (19|20 (21 (22|23
12 Sun
13 Jon
14 Tue 1
15 Wed 1%
16 Thu
1 Fri 19/ 4
18 Sat
01 (2|3 |4 |5|6|7 |89 10|11(12(13|14(15(16|17 |18 (19|20|21 (2223
19 Sun
20 Mon 19 18 19/83
21 Tue
2 Wed
23 Thu
24 Fri
25 Sat
0|1 (2 (3 |4|5|6|7 |8 (9 (10(11(12|13|14|15|16|17 |18 (19|20 (21 (22|23
26 Sun
27 Jon
28 Tue
29 Wed
30 Thu

The number in the frame shows the number of concurrent connections in this time scale.

The color shows the volume of bookings taken place.
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Green is 50% less than 50% to 79% yellow, orange is 80% and 99%, which means 100%
red.

Click on a conference start date to view any information for the conference.

3. Click on a date to check details of the conference on that day.

- | X
e'\':_?" L~ ||Congstion level X| | AR O]
*meectingplaza’
I Congestion level
[Jun v][2016 [ GO | Prev.month  Jun2016  Nestmonth  Monfhly ysage
Simul login license : 64
Date Hour
o1 23456789 w[n[1z[13[1a]15[16]17]18]19[20]21[22]23
1 Wed 6 6
2 Th 5 3
3 Fri 2 5| 5
1 Sat 5
o1 23456780 w213 14]1516[17 18192021 2223
3 Sun
[5 Mon 4 4
7 Tue 505
3 Wed
9 Thu
10 Fri 53
11 Sat
o123 |4 [5]6|7 8|9 w|n|1z[13]1a|1516/17 18192021 |22]23
12 Sun
13 on
1 Tue 1
13 Wed 18
16 Thu
17 Fri 19088 4
18 Sat
0123|4567 8|9 |10(10|12[13]14(15(16|17 1819 (20|21 22|23
19 Sun
20 Mon 19 19 19088
21 Tue
) Wed
23 Thu
24 Fri
2 Sat
o1 2|34 [5]6|7 8|9 w|n|12[1314]15]16/171819 (2021 2223
26 Sun
27 ion
28 Tue
20 Wed
30 Thu
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Bl £ - & | el Dy e <[]
*mectingplaza’

I Daily usage

| | Search with Conference ID

PREV. DAY Jun 17 2016 NEXT DAY
Rservation =~ Adhoc Rooms  Sysiem Adhoc Reservation  System Adhoc Room

» Download user log in selected reservation| | » Download reservation log

<<->>

Total Total
Manager id Start time End time e :' Conference id - e S length Number of participant-
{minutes) people me time (minutes)  Participants LU0
[ MeetingPlaza 2016/06/17 15:15 2016/06M17 16:15 60 2 1234567890_ABCDEF1GHI 2016/06/17 15:12 2016/06/17 1519 7 2 "
[] MeetingPlaza-taro 2016/06/17 18:11 2016/06/17 18:26 15 1 1234567890_abCdeFgHIj]  2016/06/17 1812 2016/06/17 19:11 59 2 61

Check all | Uncheck all

<<->>

4. Change the month by using the drop down menu or by clicking PREV. MONTH or NEXT
MONTH.

<k
*mectingplaza’

[m] x
L~-a || Congestion level x | | e B

I Congestion level

e R ey [

Si login license : 64
Date Hour

O (1 (2 (3 (4 |5|6|7 |8 (0 (10101213 |14|15|16|17 |18 |19 20|21 (22 (23
1 Wed 6§ 6
2 Thu 5 5
3 Fri 2 5 5
1 Sat 5

O (1 (2 (3[4 |5|6|7 |8 (0 (10(20(122|13|14|15|16|17 |18 19|20 |21 (2223
3 Sun
§ Mon 4 4
1 Tue 5 3
g Wed
o Thu
10 Fri 5[ 3
1 Sat

0 (1 (2 (3 (4|5|6|7 |8 (9 (10(11(12|13|14|15|16|17 |18 |19 20|21 (2223
13 Sun
13 Mon
14 Tue 1
15 Wed 18
15 Thu
17 Fri 19088 4
18 Sat

0 (1|2 (3[4 |53|6|7 |8 (9 (10(20(22|13|14|15|16|17|18|19|20|21 (2223
19 Sun
20 Mon 19 19 1o [J88
21 Tue
22 Wed
23 Thu
24 Fr
25 Sat

O (1 (2 (34|53 |6|7 |8 (9 (10202213 |14|15|16|17 |18 |19 |20 |21 (2223
26 Sun
27 Mon
28 Tue
29 Wed
30 Thu
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6-4 MRTG(User)

This function is only enabled at server installation.
1. Click on MRTG (User).

System Adhoc Room Administration Usage
System Adhoc Conferene Rooms Daily usage
Monthly usage

Group
Congestion level

Conference Room Managers
MRTG (User)

List of Conference Room Managers
MRTG (Network)
New manager registration

Common address Import/Export

2. MRTG (User) page is opened.

mg e e mp P~ | |me Login users

Login users

ifType: ethernetCsmacd (6)
Ip: KXK. XK. XNK XXX
The statistics were last updated Friday, 24 June 2016 at 14:00

"Daily’ Graph (5 Minute Average)

4.0

3.0

2.0

LSErs

1.0

0.0 R H A S S N NS S S - S
6 8 1o 12 14 16 1§ 20 22 o0 2 4 6 0§ 10 12 14

Max Average Current
In 3 user 1 uzer 0 user
Out 3 user 1 uzer 0 user

“"Weekly' Graph (30 Minute Average)

4.0

3.0

Z.0

uzers

1.0

0.0 T * T y T
Thu Fri Sat Sun Mar Tue Wed Thu Fri

Max Awverage Current
In 2 user 1 uszer 0 user
Out 2 user 1 uzer 0 user

"MAnnthls" HMwankb Y Tnnw Axrawnasal
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6-5S MRTG(Network)

This function is only enabled at server installation.
1. Click on MRTG (Network).

System Adhoc Room Administration Usage
System Adhoc Conferene Rooms Daily usage
Group Monthly usage

Congestion level
MRTG (User)

List of Conference Room Managers
MRTG (Network)

New manager registration

Conference Room Managers

Common address Import Export

2. MRTG (Network) page is opened.

mp ee me L2~ |me Traffic Analysis
Traffic Analysis

ifType: ethernet
Ip:- KX KNK XEX XXX

The statistics were last updated Friday, 24 June 2016 at 14:00,
at which time 'example.meetingplaza.com' had been up for 3 days, 18:51:38.

"Daily' Graph (5 Minute Average)

F200.0 k

=

=

0 2400.0 k

L]

ol

£ 1600.0 k

o

8 8000 k

E N H H

0.0k '
6 & 10 1z 14 16 18 20 22 0 & 4 © § 10 1z 14
Max Average Current

In  3117.0kbis (1.6%)  23.3kb/s (0.0%)  12.0 kb/s (0.0%)
Out  904.3kbis (0.5%) 10.6kbis(0.0%)  304.0 bis (0.0%)

“"Weekly' Graph (30 Minute Average)

120 H
=
P
g8 9.0m
L)
w)
£ 60N
o
s 30N
& H
a0 M y g
Thu Fri Sat Sun Mon Tue Wed Thu Fri
Max Average Current

In  2135.1kbiz(1.1%)  78.0kbs(0.0%) 114 kbs (0.0%)
Out  116Mbis(5.8%) 58.9kb/s(0.0%)  400.0 bis (0.0%)

L "Adnnthls' Tyanb @ Hony Averaagay
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7 System Administrator Manual

Please check the Reference manual for system administrator and Release

Note in this chapter.

Eile Edit View Favorites Tools Help

eo‘ me p-¢ H 6| MeetingPlaza Top page for ... ‘ |

] X

() Ros £53

*meetingplaza’

I Top page for system administrators

Detailed

System Adhoc Room Administration
System Adhoc Conferene Rooms
Group
Conference Room Managers
List of Conference Room Managers
New manager registration

Common address Import/Export

System Configuration

All conferences configuration

Set logos

Portal configuration

Set message to users

Announcement for Conference Room Managers
Announcement for User

Record Viewer management

System manager password

License information

This server ) 15 licensed for 0 / 144 (used / max) simultaneous logms. Now checking consumption of client license number.

Usage

Daily usage
Monthly usage
Congestion level
MRTG (User)
MRTG (Network)

System Administrator Manuals

System Administrator Reference manual [ PDF ]

Release Note

>>> Users Portal

Copyright(C) 2002-2014 MeetingPlaza Business Division, NTT-IT Corp. All rights reserved.
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