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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

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

o 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

The symbols, <> and [ ] are used in this book as follows.

<>: When the sentence shown to a screen is explained.

[]: When the choices and the setting value shown to a screen are explained.

(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: 500Kbps)
ADSL / Cable Modem (Sending: 500Kbps, Receiving: 1.2Mbps)
FTTH [Sending: 1.0Mbps, Receiving: 3.0Mbps)

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

LA&N (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)].

Hints related to the content of the chapter are shown as follows.

Content of hint or attention

1-2 What is a Web conference?

Web conferencing is the ability to meet with Geographically dispersed collegues
1



with the use if an internet connection, headset with a mic and camera.

1-3 What can you do with MeetingPlaza?

With MeetingPlaza, the following functions are provided.

F Communications among participants of the conference are accomplished with
a voice, video, chat, and a whiteboard.

F  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

To participate in an on-line conference you need an internet connection, a headset,
or an echo canceling mic with speakers and a web cam for video. The web camera is
optional since a photo can be used as your video representation

Details of the equipment are shown below.

PC 0S™1 Microsoft Windows Vista SP2
Windows 7 SP1
Windows 8.1%1
Windows 1073
CPU
Intel Core 2 Duo or higher *2
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 27.0, Google Chrome 32.0
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(EEE1394)

*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
2




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 IoT 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, 10S and Android, please referto 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.

e.’\f};)hp p-cl

File Edit VYiew Favorites Tools Help

*meectingplaza’

-
10 Tag 453

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]

g Local recording viewer

& |Conference Administrator Marual [ FDF ]
]

& |Chairperson and lecturer's role [ PDF ]

]

& |Reference manual for user [ PDF ]

]

@) 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 Conference room screen

In MeetingPlaza you can choose from 7 different skins for your
conference room.

Only the sponsor of the MeetingPlaza conference has the authority to
change the skin during a conference.

3-1 Feature common to all conference room
screens

1) Participant's video image is expanded and reduces according the
size of the browser.

Options

MNetwork Speed | Connection | Video | Audio | Share Il't"liscellanenusl

Display
—— Auto Scaling is set as default
Display order |Au:|rninist|ator goes topeft j
IScaIing I |Mn scaling frecommended) ﬂ —

Display the g scaling (receiving size)
QQOVGA (80x60)
QOVGA (160x120)
QVGA (320c240)
VGEA (B40x480)
HD (1280 720)

When the size of the browser window is expanded, the display size
of the video expanded with it.
image quality kept.




2) Screens can be switched by clicking on the skins button in the
upper right hand corner.

Standard
| Room Design I

—> |lE Settings
*meetingplaza’ _g I
el Information |

‘.ﬁ | Vldeu‘ l

Y Quality
Room Design =)

frﬁ%*
o P
2N, L’é

e — =
Easy Discussion

V3Standard Classic
4 »
T [OShae)  audio Chat User
| [ ConnectiTCBRmeina,
Non Standard
Easy -
Standard
Discussion —
1Wide
Seminar
ViStandard
Clazzic
sl ol (0688 C)pmes @
[ Corvadilive 1 Wi,




3-2 Types of conference room screen

3-2-1 Standard

Below is the standard conference room skin. This is the default skin when one not is
specified when the conference was made.

The control functions for managing the meeting are below.

Various control functions
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On the right of your screen, click to display the control area.

4 | Share | Audio © chat Attendees

|£| IMicrupthe iz active when pou speak, LI

ON
ﬁ @) —— 35 3
[ Mute
. |
") o EE— 39 %

[ Mute

Translation: Click the Audio tab at the top to display the "Audio" and "Chat" functions

in a separate window separate window. Click to return to the original window.

Tub When displayed in a new window
:
MeetingPlaza = x
Audio
| e v| IMicrnphone iz active when pou speak, ;I

ON
ﬁ \.) —— ) 5 %
[]Mute
|
") oEEssse—— 100 %
[]Mute

Save as

@ Enquete | Moderation Control

‘_I l  _ User Mame [3 people] i Hand | aice | Text I Share l Diraw I

1 % Guest =] =] ] [ I
2 & Chair

3 2 Guest ] I} ] ™
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3-2-2 Easy

This skin is used when most of the settings used in the meeting are default or

automatic settings.

QE-!Q £-2Ox|@Metiogprnrocies | | ) 03

rooml Easy -

gl ol 5668 (O)pmen (Sl 12 0) ©)

|

Various control functions

The icon of the spanner in the lower right of the screen is "Setting" button. The

operations of a detailed setting and the voice setting, etc. are done here.

Hoo w [T
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3-2-3 Discussion

This skin is used place emphasis on a speaker or lecture. By clicking on the participant
and the focus that participant will be show in the center. As participants enter the room

the video size adjust to fit all.

1 A g
g:\.v,;i @ £+ 8O X | B MeetingPlaza 20 Client X kA
rooml Dscusson  ~

Various control functions
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3-2-4 Wide

This skin allows you to line up all the participants using the entire area if the browser.

The control functions are along the bottom of the screen.

G e P~ 20 x| @Mectnghuna et x| | () 12 to

T T T T 1) I T N W e

Various control functions
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3-2-5 Seminar

The seminar room can hold up to thirty two video frames with functions for polling the

conference participants. This is mainly used for education in seminar and discussion

sessions.
=S
m,{e £ - 20| @mectmghuza o crent x| | {0 1285
rooml e

- g»oaoiroﬁsﬂ

15



3-2-6 VV5Standard

The MeetingPlaza interface is the same as previous versions of the program. The

control panel is below.

Q‘ 0 £« 88X || & MeetingPlaza 20 Chient

|
rooml ViStandard |~

Jh——-—!wJ-_,M & s
Y (8 Aecoroe ) (i) Overs ) (@)

tesoar)

Various control functions

There is an icon like the figure below in a standard screen. The display of the control

can be changed by clicking these icons.

Icon Operation and function when clicking
| & | The control is displayed in another window when clicking as
<The control is displayed shown in the figure below. It returns to the state of shutting
in another window > the window.

B MeetmgPIazaZDCnntmf o = |

— — .

@ Ve s | (esereny
| Puszh [Cl] to speak. . | W
il Roue le.fa. Settngs | (| TeaChet| (@) laiebSterey)
ﬂ_- .| |® | Recordng | ([:]| Oters | [@] [MWhiteboerd, |

When the control part is concealed, it lowers while clicking a black boundary part

below.
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i Push [Ctl] to speak. M

| lllioPevse. ) | (5] sotings | (L] Jexchet | (@) laMiekSherea
|kl o ™) | (8] Recordine J (E5]]_Others ] | Whitsboard

When the hidden control part is displayed, it raises it for above while clicking a black

boundary part.

S ] B Connecteddirectly,
lDone & Internet H100% ~
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3-2-7 Classic

This skin combines the video format of the standard skin and the control functions of

previous MeetingPlaza versions.

g\'_, e D= BEC X & MeetingPlazs 20 Clierit X i R

rooml Chue |-

Sotings | Userlit | Test Cnat | Bec | 04

Fil Share | App Share | Web Share | Whicbod

Various control functions
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3-2-8 Voice meeting

All participants will have no video connection while the conference administrator sets

up the conference room to "Voice Meeting".

& MeetingPlaza2D.. - F

Voice Meeting . .
e — Various control functions

) | (e -

B
@ @"}} - — | —+
| Push [Ctr]] to speak.

Chair Enelish o) )
[oeer FIS

1+

In a voice only meeting, participants cannot change screen layout to enable

video.
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3-3 Full Screen Video Option and Multiple Video
Feeds

“Standard”, “Easy”, “Wide”, “V5Standard”, “classic” screen settings can be altered.

The button at the top "right" corner of the video display area will allow video windows

to be displayed 'full screen".
Video | _ | + O
Lluality _@=

Button Click behavior
E Participants selected will be displayed in (full

[Full Screen / Restore] | screen). To deselect the "full screen" display, click the

icon again to undo the full screen selection.

Video windows may be disconnected from the
[Disconnect / Docking] | primary video grid or display area by clicking the
disconnect icon. Clicking the icon again will return or

"dock" the "selected" video frame to the video area.

20



3-4 Changing the conference room screen

The screen layout can only be changed by the person who sponsored the
conference the layout can be changed by clicking on the skins button the upper right
hand corner.

The changed skin this then displayed for all uses in the conference room.

When changing the layout of the screen, "Standard and "Non-standard" windows
are different.

1) Standard

Select the screen

Click here

. name you want to

|E Settings —> e A
Information Mu

.»Qi = : =
o e ES

ViStandard

Message from webpage e
@. Al users change template
o S
= i
All participants

change into the

screen layout all

together.

ol ol | M) Ol Sl FA 0@
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2) Non-Standard

A present screen name is displayed, and when select screen

this part is clicked, the menu is displayed. lavout

Discussion,

Wide
Seminar
V3Standard
Classic

Message from webpage oo

@ All users change template

<IN

All participants change

o e into the screen layout all

together.

et ol (5 ()i O
g
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3-5 Notification of license exceeding

(For License Package users)

It becomes impossible to do log in from new PC when upper bounds of the number
of client licenses are exceeded.

Please inquire of “http://www.meetingplaza.com/” about the purchase of an

additional license.

a. a P 2OX| B veeseghtin 10 i
5

- : = ’ l Corwcted directly, License excesded (181%) 16days
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3-6 Other participants' voices and changes
In network setting

When it enters the conference room as those who sponsor it, other participants'

voice setting and network settings can be changed.

|

=
—-—
-

MeetingPlaza B j v

Normal size

Show only this user

Hide this user
Kick out this user ¥ Microphone is active when you speak.
Microphone is on while key is down,
Microphone control > * :
Press key or button to turn on/off the microphone.
AVS sensitivity > 2 : 2
Microphone is always active. Use mute button to turn off.
Echo canceller >
Noise suppressor (microphone) >
Noise suppressor (speaker) >

Set mic volume

Run speed measurement remotely

Choose network speed for this user >
Remote support >

Remote setting

Pause video

User information

Menu item Operation and function when selecting it

Minimize Please refer to Chapter 3-8 for details.

Double size

Show only this user

Hide this user

Kick out this user Please refer to Chapter 3-7-6 for details.

Microphone control

24



Echo canceller

Noise suppressor (microphone)

Noise suppressor (speaker)

Set mic volume

Run speed measurement remotely

Choose network speed for this user

Remote support

Remote setting

Stop a video

User information

Please refer to Chapter 5-2-17 for details.
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3-7 The "Other" Function

Participant lists can be altered using the "other function" Clicking advanced in
the Easy section will adjust the IE settings.

Standard Wide, Discussion, Seminar, Easy

V5standard, Classic

B A REC ? i 5 ] SB‘IIFH?S_ -"J.I Text Chat
B irec

—>

3-7-1 Information

At the top of the screen, select "Information" in the "Standard" window "Other" in
the "Wide, Discussion, Seminar, V5Standard and Classic Window, and "Other" tab in

the "Easy" section to display information about the software or obtain help.

Standard Wide, Discussion, | Easy
Seminar, Vbstandard,
Classic
== Room Design Information I
B> e Coyom e e )
Information | llgserrgs ) L e o] | st of = e >
e e ] INVITATION
IE Settings — .
userlist *
Q&A

When this item is selected, inquiry information is displayed.

Information rz|
* Online Help
*FAQ

* Click here to reporting problems (Trouhle form).

If you have any questions or comments, please contact MeetingPlaza
Customer Support at suppor@mestingplaza, cod.

"Online Help", "FAQ", and "Trouble form" "Support E-mail Address" are displayed in
the window.
26



Please click upper right [x] to delete the window.

3-7-2 Screen Layout

When this item is selected, the submenu is displayed.

Information

Screen Layout O Video Mode
T ar O Document
IMNVITATION — IEII"u"lmht:he

IE Settings Mormal Mode
userlist Configuration
Q&A

The function of each item of the submenu is described.

Item of submenu

Operation and function when selecting it

Video Mode

It is a screen design that conceals various control domains, and

expands the video area.

Document Mode

The common window part extends when making it to

"Documenting common mode" with the common window docked.

Normal Mode

A video area and various control domains are displayed, and the

screen design of "Standard".

Design Settings

The entered design arrangement (size and position of each
window) is "Preservation. ", and it is a conference thereafter and
a restorable function in my nature as for the design
arrangement. When this submenu item is selected, the window

like the figure below is displayed.

Secreen Layout Configuration E|
User Template

tnew datali -
| Save |

Title]

Option
v When Document Sharing end. set IE size to before
Document Sharing
[* Synchronize the shanng window size when the shanng
window is docked
Apply |

Preservation inputs "Title", and clicks Save. The title is
displayed in the submenu. In the selection of the title, the

design is restorable.
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O Vvideo Made

[ Document
Mode

O Mormal Maode

I Canfiguration I

Etest 001

The preserved design appears to the list as follows. After it

selects it, overwrite and Delete can be done.

Screen Layout Configuration
User Template

|test 001 VI

[_Ovsrwrih_] I Delete ]

Option

[v When Document Sharing end, set [E size to before
Document Sharing

[wv Synchronize the sharing window size when the sharing
window is docked

_Apply
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3-7-3 List of Participants

When this item is selected, as shown in the figure below, a window is open to show a
list of participants registered for the conference and their status (whether in the meeting

room or not).

Information (€ User List - \Windows Internet Explarer =n Een <
Screen Lavout VU~ e - [ &[4 | x |[ 6ing £~
List of 5 Favorites | 9 Suggested Sites v @] Web Slice Gallery ¥
INVITATION | @ UserList | | % - B - @ v Pager Safeyr Tooks~ @+
Y ﬁ -
IE Settings . .
- I List of Participants

userlist
0 & A Number Mame UzerID Current Status

0 Chair itagakid Logeed in

1 User 01 itagak 00 Logeed in

RELOAD CLOSE

Daone @Internet|Protected Made: On ¥ v H10% -

When <Number> or <Name> is clicked, it is possible to sort it respectively. In addition,
the ascending order and the descending order can be reversed by clicking again.

Login of the conference room is confirmed again when <Reload> is clicked, and the
participant list is displayed again.

Please click <Close> or upper right <X> to delete the window.
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3-7-4 Invitation

<Invitation> becomes available after the meeting host chose numbers of guests from

the list at reserving a meeting.

The maximum number of guest is the maximum of participants minus 1 host.

L = £ C B Reservation

‘meetingplaza’  Portal  Adho ms  Scheduler  Others & MuotingPlaza =

| Reservation

Samultanous login koonse 64
Jun 23 2016
e 178 [ [w0[nilz[v3[w w8 18w (2021 z2 28
1 T

Systemussge 51 [2 3 4]

Use @ wemplate o history
Conference information| Timezone: Asia/Tokyo)

Subject Enter a Subjoct Madmum characters: 100

Meeling time EATE el wwl| - emamoe - olv] - 3w

Nolification  just afer resene

Option settng ~ Volce quality : excelient

Mesting room uliwn;m Woice mesting | | Standard |

User
Directary  Import CSV {Max 10 uscrs}
Name E-mail address Privilege Recordable Delete
Chair MestingPlaza mestingplazaifexampie com | v L |
2

+ L O =

Number of Guest Account

T “The Guest Account i5 used by invitation of meeting

Message

i characters. 1000

Back 1o tha schaduls m

Select the "invite" button from the "Standard" area of the screen and "Other" from

the "Wide" or "Other" from the "Easy" mode and selection the participant list or
"Invitation".

Standard Wide, Discussion, Easy
Seminar, V5standard,

Classic

Information
Screen Layout Settings | IE Sottings]_Owhors_]

L Bettings | | TeaChat | g | jst of e P—
=5 e INVITATION | > ——
IE Settings
userlist

Q&A

When this item is selected, the user who did not register as a participant when
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reserving it is displayed to the window to invite it as a participant.

mp

| Invitation

P~ & || el Invitation

Invitation E-mail

Invitation Name

CLOSE m

The input column in the window and the meaning of the button are as follows.

Input column and button. | Meaning and operation

Invitation E-mail

The mail address of the participant who wants to invite it
is input. URL to enter the conference room when inviting it

is transmitted to this mail addresses appropriating.

Invitation Name

The name of the participant who wants to invite it is input.
When the invited participant uses received URL and it
enters the conference room, this name is displayed under

the face image frame. It is possible to invite it without

inputting it.
[CLOSE] This window is closed.
[OK] The confirmation screen of the input content is displayed.
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The shift that inputs and clicks <OK> becomes like the following screens.

e el L~ @< | e Invitation

1 Invitation

Do you want ta invite this user?

To click the "OK" by d invitation mail
Back m

e el P - @ ¢ || e Operation completed

| Operation completed

An e-mail was sent. Please click the "OK” button to return to the main view

OK

e

el P - &S| e Invitation

I Invitation

Invitation E-mail

Invitation Name

CLOSE m

The following E-mail reaches the invited participant.

(Example of title of E-mail)

MeetingPlaza invitation Mail

(Example of text of E-mail)
Dear User2,

Chair (Contract ID 001) invites you.

Please access the following URL to enter the remote conference room.

http:/xxxxxXxxxX.XXXX/0C/Mp.cg17XXXXXXXXXXXXXXXXXX

Note:
Please read the following document carefully. If you don't agree on the document, please don't

enter any of the Conference Rooms.

Software License Agreement:

http!//xxxxxxxxxxx.xxxxx/e/license.html
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After sending invitation, one of guest accounts sent to host will be disabled.

3-7-5 IE Settings

At the top of the screen, select "Information", "IE Settings" in the "Standard"
window, "Other" and "IE Settings"" in the "Wide, Discussion, Seminar, V5Standard
and Classic Window, and "Other" tab and "IE Settings" in the "Easy" section.

Standard Wide, Discussion, Easy
Seminar, V5standard,
Classic
= , Sevings & |
Room Design nformation Setings | IE Settizgs| Others
A REC 7 i bz | >
_ |E Settings - S.creen Layout E M
Information \flSertings | L Ji Tens Chet] - | st of e A B2
o ey o, oo ] INVITATION T R
IE Settings | i
userlist | O |
Q&A  ABEE..|

IE and various displays settings are displayed, setting for Firefox and Google
Chrome will be displayed when used. This feature will allow you to

automatically resize when logging into a meeting.

In addition, when this item is selected, the submenu like the figure below is

displayed.

Show Addressbar
Show Menubar
Shaw Toslbar
Show Statusbar

AutoResize on Login

The function of each item of the submenu is as follows.

Item of submenu Operation and function when selecting it

Show Addressbar The address bar of Internet Explorer is made

display/non-display.

Show Menubar The menu bar of Internet Explorer is made display/non-display.
Show Toolbar The toolbar of Internet Explorer is made display/non-display.
Show Statusbar The status bar of Internet Explorer is made display/mon-display.

AutoResize on Login | The window entering a room to the conference room becomes

left justify, and the width narrows on a standard screen etc. The

change of the size of the window is controlled.
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3-7-6 User list

At the top of the screen, select "Share", in the "Standard" window, "Other" and
"User List" in the "Wide, Discussion, Seminar, V5Standard and Classic Window, and

"Settings" tab and "User List" button in the "Easy" section.

Standard Wide, Discussion, Easy
Seminar, V5standard,
Classic

Audio Chat User Information

Screen Layout
= | Settings | Text Chat _) List of

o perre [ oo ] INVITATION

|E Settings o
userlist |
Q&A

When selecting this field, the "authorized users (Participants) will be displayed in a
window on the left and the Standard participants can be listed in a window on the
right.

The standard screen, the "participants" in the user list screen is displayed by

clicking on the right.

The contents of the Authorized User window is different from the general
participants. Participants rights can be seen on the left of the participants names.

In view of the left of the name of the user list, you can see the rights of participants.

2 is the Admin or authorized user.

2 is the general participant.

The Meeting is held after the conference is reserved and the participants name is
displayed. If the participant’s icon is not displayed and his/her icon is not visible, then

the participant is not logged into the meeting.

Admin or Authorized User's Screen General Participants Screen
<} Enquets | Invite | Modsration Control Enduete
o | |~ UserName [2/3 people] | Hand | Voice | Tewl | Shae [ Diaw | 4 [ [+ UserMame(2people) [ Hand |
1 & Chair 1 & Guest
2 2 Guest 2 8 Chai

3 Guest_02

In either case, right click on the user ID or the User name and select "Show Details"

to determine the status of the participant’s connection.
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Information 4

Meetingplaza & ﬂ
[ Status ] Sending Receiving
Status [%) : 100 0100 1}
Audio loss rate : 0% 0%
Video loss rate : 0z 0%
Metwork speed : 3 kbps 1 kbpz

Yideo frame rate : 0.8 fps 0.0 fps

Found trip time : 2 mzec

[ >> ] and click to display the information.

Information x
Meetingplaza A UserID:  YBOSOfgE £
[ Status | Sending Receiving [ Setting] Sending Receiving
Status [3) 100 0 100 ] Metwork speed : E000 kbps ENE kbps
Audio logs rate 0% 0% Wideo frame rate : 1 fps 1 fps
Video loss rate : (1A 0% Size : QAEYGA [160:120) QOYGA [160:120)

Metwork speed : 3 kbps 1 kbps

Videa frame rate : 1.0 fs 0.0 fps Connection : Direct connection

Found trip time : 1 msec Talk mode:  Microphone is always active.

Status (%) of the color of the figure shows the user's communication status. Good
order, "green", "yellow", "red" will be. The meaning of each color, "Conference setup

manual" of "FAQ" section please.

The buttons in the user list, check boxes and other functions are as follows.
The blue letters indicate that the display screen of the privileged or general

participants and organizers.

Mark in window Operation and function when click or selecting it
Moderation | Voice Controls the speaking rights of all participants.
Control The number of authorized speakers ranges from

“Authorizing All" to "Prohibiting all". The administrator
may also allow only specific users to speak. Up to 8 users
may be allowed to speak simultaneously. If the
administrator wants to allow only specific participants to
speak, simply check the "on" box or "off" box for

non-speakers.

Text The Administrator has the authority to control all
participants using the chat function.

The number of authorized speakers ranges from
“Authorizing All" to "Prohibiting all". The administrator

may also allow only specific users to speak. Up to 8 users

may be allowed to speak simultaneously. If the
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administrator wants to allow only specific participants to
speak, simply check the "on" box or "off" box for

non-speakers.

Share

The authority to control the operation of all participants
may be shared.

The number of authorized speakers ranges from "
Authorizing All" to "Prohibiting all". The administrator
may also allow only specific users to speak. Up to 8 users
may be allowed to speak simultaneously. If the
administrator wants to allow only specific participants to
speak, simply check the "on" box or "off" box for

non-speakers.

Draw

Authority to control the use of drawing tools of all
participants.

The number of authorized speakers ranges from
“Authorizing All" to "Prohibiting all". The administrator
may also allow only specific users to speak. Up to 8 users
may be allowed to speak simultaneously. If the
administrator wants to allow only specific participants to
speak, simply check the "on" box or "off" box for

non-speakers.

User

User Name

It is participant's name.

Hand

The presence of raising hand is displayed.

Enquete

Choices answered the questionnaire are displayed.

Voice

Authority to control the speech.
Allows only specific authorized users (up to 8 people) to use
the tools when the "on" or "off" check box is selected by the

meeting organizer(s).

Text

Authority to control the chat input. Allows only specific
authorized users (up to 8 people) to use the tools when the
"on" or "off" check box is selected by the meeting

organizer(s).

Share

Authority to control the share operation. Allows only
specific authorized users (up to 8 people) to use the tools
when the "on" or "off" check box is selected by the meeting

organizer(s).

Draw

Drawing rights control. Allows only specific authorized
users (up to 8 people) to use the tools when the "on" or "off"

check box is selected by the meeting organizer(s).
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The user's (participant) menu the voice to set, and to set the network is displayed
when right-clicking in the part of user ID or the user name with the mouse as shown in

the figure below.

Kick out this user

Showe detail information of this user

Microphone control @ Mic is on while key is down, >
Echo canceller: Disabled 2
Moise suppressor (microphone) @ Disabled k
Muoise suppressor (speaker)  Disabled r

Set mic wolume

YWideo OM

Fun speed measurerment remotely

Choose netwark speed for this user k
Rermote support k

Remote setting

The function of each item of the menu is as follows.

Item of menu Operation and function when selecting it

Kick out this user A pertinent user is nullified and the compulsion leaving

(logout) or user ID can be nullified.

Shaw detail information of | Detailed information (user information, user ID, and

this user E-mail address) is displayed.

Microphone control Choose from the following utterance method.

Microphone is active | It makes it to the mode that can be made remarks without

when you speak. automatically detecting the sound of the mike, and
pushing the key.

Microphone is on | It makes it to the mode on which it makes remarks

while key is down. pushing the key (The key such as Ctrl keys can be
changed).

Press key or button It makes it to the mode that begins the remark pushing

to turn on/off the the key, pushes again, and does the remark end.

microphone.

Microphone is always | It is a mode always put into the state of the remark.

active. Use mute

button to turn off.

Echo canceller The echo canceller 1s used.
Noise suppressor Using noise reduction.
(microphone)
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Noise suppressor (speaker)

Using noise reduction.

Set mic Volume

Set the microphone volume.

Video ON / Pause

Start/Pause the user's video.
The function is available for customers only with

Enterprise system.

Run speed measurement

remotely

The network speed automatic operation measurement

begins with pertinent user's PC.

Choose network speed for

this user

The submenu to specify the network speed of a pertinent
user is displayed, and the specified network speed is

applied.

Remote support

The participant desktop or range is specified, and the
request of a remote operation is transmitted to the
participant. When the participant doesn't permit

requesting, a remote operation cannot be done.

Remote setting

Remote setting on network speed, video (video device,
video quality), voice (microphone, speaker, talking

mode) for participants.

3-7-7TQ&A

For Q&A, select "User" from the Standard menu followed by the "Etiquette" button,

select "Other" from the "Wide", "Discussion", Seminar V5Standard, Classic area,

followed by the Q&A button. Easy, select the wrench tool, followed by Q&A

Standard

Wide, Discussion, Easy

Seminar, V5standard,

Classic
Information et | m
Screen Layout — -

S Setings Tecchat| (| st of - M

RS e INVITATION T el
|E Settings :
userlist
Q&a il

When this item is selected, the window like the figure below is displayed.
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Question and Answer b4
Question
|[3] Chooze one [Yes, Mo, Mat sure] j
Anzwer

Mo Choice Hiztogram
1 Yes 0
2 Na 0
3 I'm not sure 0
Option

Enable re-answer Update hiztogram continuouizy

Show answers in userlist [ Distribute Histogram

Start | | Cloze

When the content of the question is selected from the menu, and <Start> is clicked,

choices of the question and the answer are shown to other users.

Cuestion and Answer x Cuestion and Answer x
Question Question
|ChUUSE one [ves, No, Not sure) |[3] Choose one [Yes, Mo, Mot sure) J
Angwer Angwer
Mo Choice Histogramn Mo Choice Histogramn

1 Yes 1} 1 Yes 1}
2 Mo 1} 2 Mo 1}
3 I'm niot sure: 1} 3 I'm niot sure: 1}
Option Option

Update histogram continuously

Show answers inuserlist [ Distribute Histogram

| Cloge | | Update Histogram | | Cloge |

The screen of Q&A user will reflect

The screen of the user launching the Q&A
choices of "yes or no" for determining

whether the answer addressed the

users concerns.

When the user who receives the question clicks <Submit> specifying choices of the

answer, it is reflected in the screen of the user who begins questioning as shown in the
figure below.
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Cuestion and Answer x Cuestion and Answer x
Question Question
|Chuuse one [Y'es, Mo, Mot sure| |[3] Choose one [ves, Mo, Mot sure) J
Angwer Angwer
Mo Choice Histogramn Mo Choice Histogramn
1 Yes 1} 1 Yes 0
N 2 Mo
3 I'm niot sure: 1} 3 I'm niot sure: 1}
Option Option
Update histogram continuously
Show answers inuserlist [ Distribute Histogram
Submit Cloge | | Update Histogram | | Cloge

Choices of the answer are presented
and when < Submit > is clicked, the
selected answer is presented to the

user.

When additional users have
answered the question, the Q&A

will also display choices for

previous answers to the question.

The user's answer is displayed in the user list as shown in the figure below.

MeetingPlaza x
Attendees
@ Survey | Moderation Control |

- | | & ser Mame [2 people] | Hand | &ns.. | Yoice | Text | Share | Drawe |
1 & Uszerl 2
2 & MeetingPlaza 1

The content in the question of the questionnaire is as follows.

Question Choices

(2] Yes or No 1. Yes
2. No

(2] Do you like it? 1. favor
2. oppose

(2] Good or Bad? 1. good
2. bad

(2] Easy or Hard 1. easy
2. hard

[3] Choose one(Yes, No, Not sure) 1. Yes
2. No
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. I'm not sure

(3]

Choose one(Favor, Oppose, Not sure)

. favor
. oppose

. I'm not sure

(3]

Choose one(Good, Bad, Not sure)

. good
. bad

. I'm not sure

(3]

Choose one(Easy, Hard, Not sure)

. easy
. hard

. I'm not sure

[4]

Choose one(price, four choices)

. Very expensive
. expensive
. cheap

. very cheap

[4]

Choose one(Volume/Quantity, four choices)

.alot of
. most of
. less of

. a little bit of

[4]

Choose one(Grade, four choices)

. excellent
. very good
. poor

. very bad

(5]

Choose one(price, five choices)

. extremely high price
. high price

. regular price

. low price

. lowest price

(5]

Choose one(Volume/Quantity, five choices)

. alot of
. most of
. normal
. less of

. a little bit of

(5]

Choose one(Grade, five choices)

QO = W N |t = W DN H |0t b W N HR W N | W N [k W N HFH|[W N ~[W N~ |[W N =W

. excellent
. very good
. fair

. poor

. very bad
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The function of the button and the check box in the window of the questionnaire is as

follows.
Mark in window Operation and function when click or selecting it
[Question] It is a list of the question prepared with MeetingPlaza.
The question transmitted to other users is selected from
among this menu item.
[Answerl] It is an answer according to the selected question.
Option Enable The user who receives the question can change the answer.
re-answer
Show answers | The answer situation (number of answers of each choices)
in user list displayed on the screen of the user who begins questioning
1s automatically updated. <Update histogram> is clicked
when not automatically updating it.
Update The each user's answer is displayed in the user list.
histogram
continuously
Distribute The total result of the answer is displayed on the user side
Histogram where the question was received.
[Start] The questionnaire of the selected question begins.
[Update Histogram] The answer situation (number of answers of each choices)
displayed on the screen of the user who begins questioning
is updated.
[submit] The answer is transmitted. The user who begins
questioning can also answer.
[Close] This window is closed.
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3-8 You can determine the video quality
(Resolution) from the picture

Alist from the video display can also display the video quality (Resolution).

Standard, Easy, Wide, V5Standard, Classic

x

Double size

Will be displayed when the mouse is placed on or over the
image. The image size will double when clicking on the X2

icon. Click the icon to return to original size.

=

Minimize

Minimize the picture size of specified participants. To restore
the minimized picture to original size, select the minimized

user, and click <Return to original size>.

H: 50-]

=

Show only this user

Only this participant's image is made to be displayed. While

restoring to original size, Click @(Show all users) or

choose <Show all users> in Video Setting menu.

R i, =) ——fil= (]

Video setting

Display settings

IShow all users I

All users put down hands

X

Hide this user

Only the selected participant is displayed on screen. The user
may specify the display size. Replace the video settings by

selecting "Show all users".
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Be] plm) —il—= ]
Video setting
Display settings

IShow all users I

All users put down hands

Standard, Easy, Discussion, Wide, Seminar, V5Standard, Classic

m Select pause by clicking the camera image of pause icon. After
Pause selecting pause, you may resume transmission of your video

image. Click "icon" to resume the transmission.

To save an image, select pause, right click on the image and
Save save it as a bitmap file.

[a] Use a bitmap image instead of live video by selecting still
Still image image and selecting the bitmap file of your choice that resides

on your computer.

m Click the hand image in the upper left corner of the image to
Raise hand / Put down | raise your hand or be acknowledged in a meeting.

hand

The "hand raise" image is also reflected in the "user list".
MeetingPlaza =)

Users

Enguete

= [ [~ UserName(3 people) | Hand |
1 & Chair

2t Guestd 0
3 8 Guest?

(i Displays the user’s connection status.

Information
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Information *
Meetingplaza & >
[ tatus ] Sending Receiving
Statusg (%] 100 0100 0
Audio loss rate 0% 0%
Video loss rate : 0% 0z
Metwork zpeed : 3 kbpz 1 kbps
Wideo frame rate : 0.8 fps 0.0 fps
Round trip time : 2 msec

connection.

[ >> ] and click to display the status of the users

Please refer to Chapters 3-7-6 ,5-2-17 for details.

3-9 Setting that sounds effect sound on
conference room screen

The setting that sounds the effect sound in <Miscellaneous> of Options can be

done.

Options x
Metwork Speed | Connection | Video | Audio | Share | Miscellansous
Display
Video
Display order ‘Adminigllatnr goes topeft j
Scaling ‘Auln scaling (recommended) j
Display the user name O Lzeriemr
{Uncheck this if your PC works slow)
general
= [ Prevent the screen saver from executing
Sound effect
|Errler1he room j [] Play the sound in all situations
[Py Fle CAWINDOWS \Media, Browse...|| Play
Show detail OK ‘ Cancel | ‘

* If [Show detail] is ON

Button and check box

Operation and function when selecting it on

Menu such as <Enter the room>

The scene that makes the sound become 1s selected.
This item synchronizes with [Play] check box and

name of the file under that.
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Play the sound in all situations

The sound is sounded by all scenes included in the

menu such as <Enter the room>.

Play The sound of each scene by the menu such as <
Enter the room > is sounded or it sounds and is set.
Even if the speaker is done in the mute, it sounds it
when changing to the setting that sounds the
sound as shown in the figure below.

(Standard)
(&, | [Micis on whie [Cilis down. |
ﬁ \.) —— — 72%
Mute Auto gain contral tunning
‘)) . | .
Mute
("Easy", "Wide", "Discussion", "Seminar",
"V5standard", "Classic")
ST R
Push [Ctl] to speak.

File The file name that sounds the sound is input in the
hand. The file name can be selected with
<Browser> without inputting the hand.

Browser The file set to [File name] is selected from [The file
is opened] window.

Play It uses it to confirm the sound of the file specified

by "File name". It hears of the reproduction sound

from the speaker.
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3-10 Other settings concerning conference
room screen

An additional setting concerning the screen display can be done in

<Miscellaneous> of various Options set windows.

Options X
Metwork Speed | Connection | Video | Audio | Share | Miscellaneous
Display
Video
Display order |Adminishatnr goes topeft ﬂ
Scaling |A|.rto scaling (recommended) j
PRyl O ﬁ:cﬁ-eﬁéil;i?;nﬁgwur PC works slow)
general
= [] Prevent the screen saver from executing
Sound effect
|Errterthe room j [] Play the sound in all stustions
[ Play Fils CNWINDOWS \Media' Browse...| Play
Show detail oK ‘ Cancel ‘ ‘
*[Show detail] must be ON.
Check box in window Operation and function when turning it on
Prevent the screen saver from Screen saver settings can be modified while
executing logging in.

3-11 \Version

Users can find encryption status, voice quality of the meeting, image transmission

rate, connection status, latency, packet loss, can be determined with the following:
Display meeting information by clicking the MeetingPlaza 2D Active X Control. For
a more detail status, click "Info" and greater detailed information is provided.
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Standard Wide, Discussion, Easy
Seminar, V5standard,
Classic
% [, Betti ||| TextChat_
a rec 7 i JIEEEECNINCTEN
| @ | Recording | |[:]| Others. | |@|
About MP2D ActiveX Control » |ﬂfDrmEtiDﬂ X
M eetingplaza & »¥
Sl | Sending Receiving
Status [Z] 100 0100 0
File wergions Encryption status — Audio lozs rate (14 (14
Wersion : 8.0.1.4 AES + Original ! ’ = =
UCME DLL B.0.1.4 Veice qualty Yideo lozs rate : (4 0nx
;LE:;?:E;;,DI : EH S £ 6 522 Mebwork speed : kbps 1 kbps
MpExt2 Cortrol ;. 2,0,1, 4 Connection time ideo frame rate : 0.8 fps 0.0 fps
tpPlaper Cantrol - 8.0, 1. 4 0 br O miry : : :
o [ Ciose Fiaund trip time - 2 mzec
Messages shown in the window Descriptions

File version in use

Shows the program file version that has been

installed in your PC.

Encrypted communication status

The encryption method vary depends on

server settings.

Audio quality setting of conference

room

Shows the voice quality setting of conference
rooms. There are three options to choose from:
<Standard/8KHz>, <High quality/11KHz> and
<Highest quality/G.722>.

Connection time

Shows the time period from login.

Connection status (Sending),

Connection status (Receiving)

Shows the connection status in use. The colors
(Green, Yellow, and Orange) correspond with
the color of <connected> in the conference
room window.

Green: Good connectivity

Yellow: Fair; may experience some delays or a
loss of packets

Orange: Poor; the delay or packet losses may

affect your use

Audio loss rate

(Sending and Receiving)

Shows the attenuation of audio data that

server upload / download.

Video loss rate

(Sending and Receiving)

Shows the attenuation of video frame that

server upload / download.
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Network speed

(Sending and Receiving)

Shows the actual sending or receiving

communication rate (kbps).

Video frame rates

(Sending and Receiving)

Shows the number of frames per second of
actual sending or receiving videos. It subjects
to changes due to network connectivity or user

utilities.

Round trip time

Shows round-trip transmission between PC

and server.
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4 Network function

4-1 Network Speed

Choose the speed that best describes your connection. Please note that cable modem and
DSL network speeds are classified by UPLOAD speeds.

When the network speed is changed, you may experience short-term degradation in

communication quality such as breaking audio. A dialog box comes up and warns about this
phenomenon. You can disable the dialog box so that it does not come up again.

The network speed that can be measured with MeetingPlaza is 6000kbps. There is a possibility
to be able to use more actually when the measurement result is this value.

In the network setting, the maximum network speed that MeetingPlaza uses is set.
Options *

Metwors Speed | Connection | Video | Audio | Share | Miscellaneous

Metwork speed
Current New

Sending (kbps) 6000 6000
Recsiving (kbps) |6016 6016

Speed measurement

Measuring Start Upward: transmission speed measurement inactive.
Sequential measurement Downward: transmission speed measurement inactive.

Choose from the list

| =l

Run speed measurement at enterng the noom

[f] Show detail OK | Cancel | Ay |

* If [Show detail] is ON.

New Settings
When Specify the transmission rate manually is selected, the value is input to New settings.
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Measuring network speed
When Measuring network speed is clicked, the network speed of the client is automatically

measured.

Sequential measurement

After the transmission is measured when it is not possible to measure it well when sending
and receiving is measured at the same time, the reception is measured. (The transmission and
the reception are measured at the same time when there is no check.)

Please try when the packet loss is displayed by measuring simultaneous sending and

receiving.

Choose from the following list
A preset transmission rate is selected from the list of the display.

Automatically testing on connection speed upon connecting to a network
By choosing this option, the connection speed is measured automatically upon connecting to a

network.
The result of measurement is displayed at the lower left corner of the screen.

p-@c

Audio Chat  Attendees
Clifected via TOP Tunnelil

Uoward: Curent = 6000 kbos, measurment completed.; Dowrmard: Curent = 6016 kbps, measurment comoleted.
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4-2 Connection method

MeetingPlaza is designed to operate in various network environments, and has the method

of connecting 5 that shows in the following.

Connection method Explanation

Fallow setting for web browser It is a method of reading the set up information of the
HTTP proxy server of Internet Explorer, and operation

according to it. UDP or HTTP is used according to the

setting.
Direct connection It is a method to communicate by using UDP (User
Datagram Protocol).
TCP tunneling (Direct HTTP It is a method to communicate by using HTTP (Hypertext
tunneling) Transfer Protocol). UDP is not used, and TCP is used.

HTTP proxy (Direct HTTP tunneling) | It is a method of the direct communication via the HTTP
proxy server in addition to using same HTTP as the HTTP

tunneling.

Meetingplaza proxy It is a method to communicate by using the proxy (NTT IT

offers it) only for MeetingPlaza.

The method of connecting these can be selected by <Connection> of Options as shown in

the figure below.

Options x
Metwork Speed | Connection | Video | Audio | Share | Miscellaneous
I Exit (Disconnect) |I
Detailed connection settings
| Follow seting for web browser | Giobal Access
B ron
Please logout to change connection settings (Japan)
O
Exit automatically when no other users in the room {not in lecture mode) 104; Minutes
Show detai 0K | Cancel | |

* If [Show detail] is ON.
It is not possible to select it while logging in the conference room. It is necessary to log out

clicking <Exit (Disconnect) > to make it select.
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4-2-1 Fallow setting for web browser

It operates reading the address and the port of the proxy server of Internet Explorer.
The window like the figure below is displayed when accessing it in order of [Tool], [Internet

option], [Connection], and [Setting of LAN] of Internet Explorer.

Local Area Network (LAN) Settings

Automatic configuration

Automatic configuration may override manual settings. To ensure the
use of manual settings, disable automatic configuration.

95t
|:| Use automatic configuration script

Proxy server

0 Use a proxy server for your LAN (These settings will not apply to
dial-up or VPN connections).

80

Bypass proxy server for local addresses

When [Fallow setting for web browser] is selected, connected method is confirmed according to

the following procedures.

1. [Use automatic configuration script] is used in the beginning,.

2. It connects by [HTTP tunneling] by using them if there is a value in [Address] and [Port] of
[Proxy server] when there is no [Use automatic configuration script] or it is not possible to
connect it, and when there is no value or the check box is off, it connects it by [Direct
connection]. !

3. If[Automatically detect settings] is set when there is no clear proxy setting in [Proxy server]

or it is not possible to connect it even so, it searches for proxy information with WPAD.

Please MeetingPlaza is not referred to excluding [Address] and [Port]. For instance, do
not refer to the value of a detailed setting and [The proxy server is not used for a local

address] check box.

! 1t is likely to be connected TCP Tunneling (TCP tunneling (direct HTTP Tunneling)) because connected route
is automatically searched.
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4-2-2 Direct connection

It communicates with UDP. It is necessary to be able to communicate with the server of
MeetingPlaza by the port number shown in the following.

(Port number of MeetingPlaza server)

TCP 15101,15201,15801,15251,15271

UDP 16101,16201,16301,16401,16601,16701,16801,16251,16851

Opticns X
Network Speed | Connection | Video | Audio | Share | Miscellaneous
Enter (Reconnect) | Automatic configuration (Connection wizard) ...
Detailed connection settings
Direct connection j Global Access
& Pairt
(Mot Use)

Exit automatically when no other users in the room {not in lecture mode) 1|}_|;| Minutes

Show detail oK | Cancel | |

* If [Show detail] is ON.

The communication quality of UDP might be bad according to the network. Please use

no [Direct connection] in that case it, [Direct HT TP tunneling] or [HT TP tunneling].
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4-2-3 TCP tunneling (Direct HTTP tunneling)

It communicates with TCP. It is necessary to be able to communicate with the server of
MeetingPlaza by the port number shown in the following.

(Port number of MeetingPlaza server)

TCP 15501 or 443 or 80

Options =

Network Speed | Connection | Video | Audio | Share | Miscellaneous

Enter {(Reconnect) | Automatic configuration {Connection wizard) ...

Detailed connection settings

TCP tunneling {Direct HTTP tunneling) ﬂ "’ Global Access
Point
(Not Use)
Tuneling settings

Hostname | {blank allowed) Pot |443 =
[]ssL
Exit automatically when no other users in the room {not in lecture mode) 1D5‘ Minutes
Show detail oK | Cancel | Apply |

* If [Show detail] is ON.

The red frame part can be set.

Input column and menu Explanation

Global Access Point Users attend a web conference via the nearest available
server, regardless where the web conference is held. Users
can enjoy high-quality video, audio and data sharing on
our consistent and reliable network.

In order to set the Global access point, please click this

button and specify in the following screen.
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= Global proxy -- Webpage Dialog

You can choose access point. In addition to current
location, you can look for it by network speed.

Recommended by current location : Japan

Recommended by network speed :

do not use

- User contract may disable some of these servers on

your device.
Tunneling Hostname Please use it by the blank usually. When the China
settings (blank allowed) routing2 is used, it inputs it.
port The port number of the servers end is selected.
SSL And utilizing a special proxy, only use some network

environments. Because of the additional CPU load, please
use only and can not connect with other connection

methods.

2 It is a mechanism that the quality of the MeetingPlaza data communication during daytime is improved.
Please inquire of the support window of NTT IT in detail.
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4-2-4 HTTP proxy (Direct HTTP tunneling)

It communicates with TCP. The HTTP proxy server is communicated and it is necessary to be
able to communicate with the server of MeetingPlaza by the port number shown in the following.

(Port number of MeetingPlaza server)

TCP 15501 or 443 or 80

Options x

Metwork Speed | Connection | Video | Audio | Share | Miscelaneous

Enter (Reconnect) | Automatic configuration {Connection wizard) ...

Detailed connection settings

Wia HTTP proxy (HTTP tunneling) ﬂ Global Access
Paint
\’ {Nothse)
Tuneling settings
Hostname | {blank allowed) Port 4431 -
[]ssL
HTTP Proxy
Hostname | Port  |2080
[] CONNECT method (Recommended only f the tunnsling port is 443)
Exit automatically when no other users in the room (ot in lecture mode) 1D4;| Minutes
Show detail 0K | Cancel | Apply ‘
* If [Show detail] is ON.
The red frame part can be set.
Input column and menu Explanation
Global Access Point Users attend a web conference via the nearest available server,

regardless where the web conference is held. Users can enjoy
high-quality video, audio and data sharing on our consistent and
reliable network.

In order to set the Global access point, please click this button

and specify in the following screen.

=} Global proxy -- Webpage Dialog

You can choose access point. In addition to current
location, you can look for it by network speed.

Recommended by current location : Japan

Recommended by network speed :

do not use
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- User contract may disable some of these servers on your

device.
Tunneling Hostname Please refer to TCP tunneling (Direct HTTP tunneling).
settings (blank allowed)
port
SSL
HTTP Proxy | Hostname The name or Internet Protocol address of the HTTP proxy server
of the customer in-house is input.
Please ask customer's network administrator a concrete value.
port The port number of the HTTP proxy server of the customer
in-house is input. Please ask customer's network administrator a
concrete value.
CONNECT method3 If this is not used, it is not possible to connect it by a part of

(Recommended only

if the tunneling port is

HTTP proxy. Please turn on and test the connection when it is not

possible to connect it by turning it off.

443)

Max POST size Please use it by 0 usually. The value of 0 or more is appropriately
set. In case of the limitations of the communication in the router
and the fire wall.

Max GET size Please use it by 0 usually. The value of 0 or more is appropriately

set. In case of the limitations of the communication in the router

and the fire wall.

3 When SSL is communicated by the method to relay the communication of HTTP penetrating, it is used.
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4-2-5 MeetingPlaza proxy

It is a method of the connection to the MeetingPlaza server via proxy server *

only for
Meetingplza.
It is necessary to specify the host name, the TCP port, and the UDP port number of the special

proxy server.

Options *

Metwork Speed | Connection | Video | Audic | Share | Miscellaneous

Enter (Reconnect) | Automatic configuration (Connection wizard) ...

Detailed connection settings

Via MeetingPlaza proxy j J Global Access
Paint
(Mot Use)
MeetingFlaza Proxy

Hostname: Port TCP 15501
UDp 16501

Exit automatically when no other users in the room (not in lecturs mode) 'ID_%' Minutes

] Show detail OK | cancel |  Apply |

* If [Show detail] is ON.

4 It is what NTT IT is offering free of charge. It is only a special environment that needs using. Please inquire
details of the support window of NTT IT.
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4-3 Auto logout control

The function that logs out automatically is provided when only one person enters the
conference room and it is left (When it forgets to log out and the leave seat).

This function turns on by the standard. It is automatically set that it logs out 10 minutes after’
it enters the state entering a room only by one person.

Please turn off the check box when it is unnecessary or lengthen time. The values of 1-10000

minutes can be specified at time.

Options -
Network Speed | Connection | Video | Audio | Share | Miscelaneous
Enter (Reconnect) | Automatic configuration (Connection wizard) ...
Detailed connection settings
TCP tunneling (Direct HTTP tunneling) ﬂ Global Access
" Pairt
(Mot Use)
Tuneling settings
Hostname | Iblank allowed) Pot |443 ~
[]ssL
Exit automatically when no other users in the room (ot in lecturs mode) 154; Minutes
Show detail OK | Cancel |  spply |

* If [Show detail] is ON.

> When only I am logging in the conference room from the start, it will be logged out automatically in 30
minutes.

60



5-1 Function and setting involving voice

The voice-data communication in the conference room of MeetingPlaza has the following

features:
F The number of people that can be made remarks at the same time is a maximum of 7
people or less.
I If the number exceeds seven the processed is processed in the order it is received.
I There are three voice quality settings that can be selected when the conference is

scheduled.

5-1-1 The various microphone settings

There are multiple talk modes for MeetingPlaza. Let mic to stay activated during speech is called
standard mode. User can change it to other modes, such as push to talk mode or enable the mic during
all session mode.

The settings can be changed by clicking on the pull down menu in the audio function box.

(Standard)

Audio © chat Attendees

(. Share ] audio Chat Attendees

Micraphone i active when pou
Microphone is active when
ON | Mic i on while [Ciil] is down
Press [Ctrl] or buttor to tum on/off the mic.
Microphone is abways active. Lse mute button to turn off.
rute
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(Easy, Discussion, Wide, Seminar, V5Standard, classic)

Audio setting

+
&) @ i Echo canceller: Disabled »

Auto Yoice Switch High

Noise suppressor (microphone) : Soft >

Noise suppressor (speaker) : Soft >

Microphone control : Microphone is active when you speak. >
AVS sensitivity : High »

~  Microphone is active when you speak.
Microphone is on while key is down.

Start Loopback test Press key or button to turn on/off the microphone,

Microphone is always active. Use mute button to turn off.

All users put down hands T

Details of setting are as follows. We can use it properly by responding to the use environment etc.
because there are a merit and a weak point respectively.

The setting of the talk mode is preserved by the personal computer that uses it, and the same talk

mode comes to be used at the next conference.

transmits the audio

Talk mode Explanation Advantage Disadvantage
Microphone is | The sound from the | Easy to us if all Feedback from open
active when mic, is automatically | participant have the mics can be

you speak. detected, and correct mic setup. distracting.

button to turn

pushing the Ctrl key,

"Microphone is on while

Microphone is | You can talk by This will eliminate Experience is

on while key is | holding down the feedback from open necessary for this
down. Ctrl key. mics. mode.

Press key or It begins the remark | The same as The same as

"Microphone is on

always active.
Use mute
button to turn

off.

small number of

conference participants.

on/off the it pushes again, and | key is down". while key is down".
microphone. the remark end is

done.
Microphone is | All audio is heard. Used when there is a Open mics can give

feedback to the

conference.
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5-1-2 The Ctrl is used to transmit audio as default

To change the key used for speech from default [Ctrl] to other keys, choose [Options]— [audio] tab
—[PPT Key Setting].

To change the key needed for push to talk click on the down arrow.

(1) Push To Talk (Mic is on while Ctrl key is down)

(2) Assign the key for (Press Ctrl key to turn on/off the mic)

Both keys will be active.

Options *
Network Speed | Connection | Video | Audio | Share | Miscellaneous

Microphone
| Default device : Microphone (2- USE P v | T
v Speak and adjust the volume to indicate ﬁ b 95%

the yellow-green value on the meter.

Talk mode |Micmphone is on while key is down. j PTT Key...
Noise canceller | Soft - Echo canceller |Disabled = Input device contral...

Speaker
‘ ) |Defau|t device : Speakers (2- USB PnFﬂ Play test sound |
)

Press "Play test sound’ and adjust the ﬁ 100 %

volume with the slider.

Noise canceller | Soft - Output device control...

Loopback test

Start Play an audio from the microphone to the speaker. Show dialog while testing

Check audio devices at entering the room (show this dialog)

Check device settings automatically

Show detail oK | Cancel | Apply |

* If [Show detail] is ON.

PTT Key Setting *

Use the Ctrl key

[]Usze an additional key |~
Madifier keps: [] O O

oK | Cancel |
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Mark in window Operation and function when click or selecting it

[Use The Ctrl key] The Ctrl key is used as the audio key.
[Use an additional key] The additional audio key can be used if indicated in the control box.
Modifier keys This allows you to select the key or combination of keys for the

audio control. Modifiers can also be used.

[OK] The change in the setting is preserved, and the window is closed.

[Cancel] This window is shut without preserving the change in the setting.

5-1-3 Adjustment of volume of mic

The mic volume is adjusted by use of the slide wire next to the mic icon.

(Standard)
Audio Chat  Attendees

| {I-vl |M|c:m|3h0ne iz active when you speak. J
B ¢ m—

[ Mute
") o EEESSS—— 39

[JMute

Volume down # Volume up

(Easy, Discussion, Wide, Seminar, V5Standard, classic)

) B
Auta Waoice Switch High

Volume down s———— Volume up

' The volume is shown in percentages. The volume may be increased to exceed 100% with the
(mic boost function).

' The voice function may be expand up to an 800% increase in mic volume.

5-1-4 Adjustment of volume of speaker

The volume of the speaker is adjusted by moving the slide indicator. The volume will increase by

movement to the left and decrease by movement to the right.

(Standard)
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4 |I Share | Audio ©® chat Attendees

|E| IMicmpthe is active when pou speak. ;I

ﬁ k!) —— ) 95 %

[ Mute
) e
[JMute
Volume down # Volume up

(Easy, Discussion, Wide, Seminar, V5Standard, classic)

@EJ@__J

Auta Waoice Switch High

Volume down s———— Volume up
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5-1-5 Mute (Output control of mic and speaker)

To mute the mic and the speakers click on the respective icons.

(Standard)
1 [SHERETY "Audio ® cnat  Atendees
(8] [MicE on while [Cull i doan. El|
LON Mute the mic
‘!J b a5z
[ Mute
‘l') Mute the speaker = 5
| i mute N

(Easy, Discussion, Wide, Seminar, V5Standard, classic)

m é Mute the speaker |_J

Mute the mic

Auto Yoice Switch High

If you mute your microphone or speaker, you will see an elimination circle on the appropriate icon,

which demonstrates that the speaker or microphone is not active.

(Standard)

4 Audio © Chat Attendees

|§| IMicropthe ig active when you speak, ;I

& \.) e — i 35 %

tute

"

tute

(Easy, Discussion, Wide, Seminar, V5Standard, classic)
Y ) —— J

Auto Woice Switch High
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5-1-6 Setting the voice quality

There are three settings (standard, high-quality, highest quality) for audio quality in MeetingPlaza.

However, it is not possible to change the quality during a conference. Voice quality is set:

(1) When you reserve the conference room with the conference scheduler®.

(2) When you make the conference room with Adhoc Login Tool’

Please refer to the manuals for details.

The voice quality of the present conference room is obtained by clicking "Version". The "Voice

quality" is confirmed in the "About MP2D ActiveX Control" box.

Standard Discussion, Wide,

Easy

Seminar, V5Standard, classic

A REC 7 i \SELlGettngs ] (] Toxt Chet
| & | Recording | |[c]| Others | @

About MP2D ActiveX Control >
File versions Encryption status
Wersion : 8.0.2.1 AES + Original
UCMC DLL 8.0.2.1 Voice qualty
PTT Hook DLL: 8,0, 2.1 Supreme / (.722
M pEstvdin Cantral 8.0, 2.1
MpEst2 Contral : - 8,0, 2,1 Connection time
tpPlayer Contral - 8.0, 2.1 O hr 2 min
Infa... | Cloge

® It is a reservation system special to reserve the conference room of MeetingPlaza.
" The manager is making some conference rooms beforehand, and the conference room management tool to make

everyone can enter freely a room.
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5-1-7 Loopback test

Users may confirm whether or not speaker or microphone is active in MeetingPlaza by using the
loopback test prior to beginning the conference.

There are two ways to start the test tool.

E From setup menu, choose tab <Audio>, click <Start Loopback test>.

I To start a test tool, click <Audio> Menu Button, then choose <Start Loopback test>.
Choose [Start Loopback test] to enable test tool. Talk into mic with the talk mode you enabled,
your voice will loopback to the meeting room and you can hear it from your speaker.

After adjusting volume, click [stop test] in the loopback test screen to exit.

(Standard)

To start an audio test from tab <Audio>. To start an audio test from <Audio> Menu
Button.
Options X .
e Audio Chat  Attendees
Microphone
' T —— i i act
U Merophons (2 USE FF Seund De |M|crophone iz active when you speak. j
Speakc and ads the vome fo ndode o—— ) 95 %
the yellow-green value on the meter Audio setting
Tak mode | Microphone is active when you speak. =] Sensivity [High | Echo canceller: Disabled > b 5%
Moise canceller |Soft - Echo canceller | Disabled Input device control Noise suppressor (microphone] : Soft 4
Noise suppressor (speaker) : Soft ¥
PP (speaker) : 50 B
Speaker
") Defautt devios - Speakers (2- USE PnF_x Play test sound AVS sensitivity : High >
Press 'Flay test sound'and adust the ——— 100%
volume with the sider. H | Start Loopback test |
Noise canceller [Soft = Output device control
Loopback test
Start | Play an audio from the microphone to the speaker. ‘Show dialog while testing

Check audio devices at entering the room (show this dialog)

Check device seftings automatically

] Show detail ok | Gancel | opy |

* If [Show detail] is ON.

¥ @ Audio © chat  Attendees Loopback test ”

Now the audio communication is tested.
H}_l |Micmphnne is ative when pou sped j Speak into the microphone and you will hear your voice over the speaker.
Talking mode:
ON . . | Microphone is active when you speak.
¢ {mp 5% ——» | | Motintalking. Please check taking mode
[ Mute
] It you can't hear it, check the following
") 9% 1. Did you correctly connect the microphone and the speaker with PC?
2. Did you select the conect microphone and the speaker?
[[] Mute Loopback test running 3. Aren't the microphone and speaker on mute?
‘ 4. &re the microphone's and speaker's volume enough?

“Wihile testing, wou will nat be able to speak with ather users.
[]Don't show this dialog again.

Stop test | Audio zettings
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(Easy, Discussion, Wide, Seminar, V5Standard, classic)

To start an audio test from tab <Audio>.

To start an audio test from <Audio> Menu

Speaker

4

the slider.

Noise canceller |Soft h

Noise canceller | Soft hd Echo canceller |Disabled ¥ Input device control

Options X -
Audio setting
Audo
Microphone Echo canceller: Disabled
) Mrophone (2 USE Fr Saund De =] m———— Noise suppressor (microphone] : Soft

Speak and adust the volme o indcale E—— ) 95 % . .
the yellow-green value on the meter 4 Noise suppressor (speaker) : Soft

Takmode | Microphone is active when you speak ~|  Semstvty [High  ~] Microphone control : Microphone is active when you speak.

AVS sensitivity : High

Start Loopback test

Defaul devios - Speakers (2- USE FrF = Play test sound All users put down hands
Press 'Flay test sound" and adust the ———— 100%

Output device control

Toopback test

Stat | Play an audio from the microphone to the speaker.

Show dialog while testing

Check audio devices at entering the room (show this dialog)

Check device seftings automatically

/] Show detail oK Cancel | Aoty |

* If [Show detail] is ON.

Auto Yoice Switch High

Loopback test
Mow the audio communication iz tested.
Speak into the microphone and you will hear your voice over the speaker.

Talking mode
Microphone iz active when pou speak.
Mot in talking. Please check talking mode

If you can't hear it, check the following
1. Did you comectly connect the microphone and the speaker with PC?
2. Did you zelect the conect microphone and the speaker?
3. Aren't the microphone and speaker on mute™?
4. Are the microphone's and speaker's volume enough?
Wwhile testing, you will not be able to speak with other users.

[] Dan't show this dislog again.

Stap test | Audio settings

69




5-1-8 Use of echo cancelling

The use of an echo canceller allows the user to use an open mic without sending feedback to the
conference participants’.

This function is included in MeetingPlaza, and can be used if the CPU speed of the personal
computer is 1GHz or more.

To set the echo cancelling function, click on the down arrow in the audio function box and select

echo canceller.

(Standard)
— Audio Chat  Attendees
| are | Audio Chat  Attendees [Hemmng
| 'a'v | |Micn:|phc|na iz active when you speak. j Aud
Audio setting ‘ Mic)
Echo canceller: Disabled » |~ Disabled
Moise suppressor (microphone) : Soft ¥ Soft
Moise suppressor (speaker) : Soft ] Hard
AVS sensitivity : High ¥ .|
H Start Loopback test

(Easy, Discussion, Wide, Seminar, V5Standard, classic)

Audio setting
s
b R Echo canceller : Disabled » |~ Disabled
[ JE e - Moise suppressor (microphone) : Soft > Soft
Cule ftes SnliEin il Moise suppressor (speaker) : Soft > Hard
Micraphone contral : Micrephone is active when you speak. >
AVS sensitivity : High >
Start Loopback test
All users put dewn hands

The also recommend the use of a desktop mic with built in cancelling unction,
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5-1-9 Noise reduction (microphone)

Noise reduction (microphone) can eliminate noise associated with microphone usage.

(Standard)
—_— Audio ® chat Attendees
(Share |  audio Chat  Attendees
| £ - | Microphone is active when pou speak. _:_I Aud
Audio setting Mig|
. Speg
Echo canceller: Disabled o LS yuid.
Noise suppressor (microphone) : Soft > Disabled
Noise suppressor (speaker) : Soft >~ Soft
AVS sensitivity : High > Hard
E Start Loopback test

(Easy, Discussion, Wide, Seminar, V5Standard, classic)

Audio setting
Y-
@ @__J i Echo canceller : Disabled H
(Bl . " Moise suppressor (microphone) : Soft > Disabled
fattoioicels el Noise suppressor (speaker) : Soft > Soft

Microphone control : Micrephone is active when you speak. > o
AVS sensitivity : High »
Start Loopback test
All users put down hands
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5-1-10 Noise reduction (speaker)

Noise reduction (speaker) can eliminate noise associated with speaker usage.

(Standard)
A T e —
Audio Chat Attendees i
I fal - I ] Microphone is active when you speak. _:J Aud
Audio setting Micj
5 Sped
Echo canceller: Disabled > P B Echd
Noise suppressor (microphone) : Soft > DN
Noise suppressor (speaker) : Soft > Disabled
AVS sensitivity : High > [ Soft
Hard
E Start Loopback test T

(Easy, Discussion, Wide, Seminar, V5Standard, classic)

Audio setting
D
E——— || :
@ @__J J Echo canceller: Disabled >
[ JE e - Moise suppressor (microphone) : Soft >
Cule ftes SnliEin il Moise suppressor (speaker) : Soft > Disabled
; ; . . ~  Soft

Micraphone contral : Micrephone is active when you speak. >
AVS sensitivity : High > Hard
Start Loopback test
All users put dewn hands
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5-1-11 The displaying the volume control in Windows

User adjusts mic volume and speaker volume in the meeting room at MeetingPlza. It also allows
users to open Windows Control Panel (playback, recording) to make changes if a speaker problem
occurs.

To make charges from Windows Control Panel, please go to [Sound] -> [Manage audio devices] ->
tab [Sounds].

Options *

Network Speed | Connection | Video | Audio | Share | Miscellaneous
Microphone
) | Default device : Microphone (2- USE P v | [ —
Speak and adjust the volume to indicate ﬁ [

the yellow-green value on the meter.

Talk mode |Micmphone is active when you speak. j Sensitivity |High -
Noise canceller | Soft hd Echo canceller |Disabled j | Input device control... I
Speaker
‘ ) |Defau|t device : Speakers (2- USB PnFj Play test sound |
)

Press ‘Play test sound’ and adjust the ﬁ 100 %
volume with the slider.
Noise canceller | Soft - Output device control...

Loopback test

Start Play an audio from the microphone to the speaker. Show dialog while testing

Check audio devices at entering the room (show this dialog)

Check device settings automatically

Show detail oK | Cancel | Apply |

* If [Show detail] is ON.

Choose [Input device control...], [Output device control...] under the Sounds menu to open a

window as below.
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(Playback)

Playback | Recording | Sounds | Communications |

Select a playback device below to modify its settings:

Speakers
1§ High Definition Audio Device
9 Default Device

i Configure i IietDefauIt |"I | Eroperties |

[oc J[ cancel || aeoiv

(Recording)

% Sound |

Playback | Recording |Sounds | Communications |

Select a recording device below to modify its settings:
'§\ Microphone
3- Logitech Microphone (Pro 4000)
% Default Device =
’i Microphone
High Definition Audio Device
Ready
LineIn
o High Definition Audio Device
X @ Not plugged in
[ Configure | Set Default |Vj | Properties

o J [ cancd J[ oot
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5-1-12 Other Audio and Mic settings

You can adjust the volume and "settings" of an Audio device (speaker or microphone), by using it
in a MeetingPlaza conference room. You may also select your choice of devices in the "settings"
menu and adjust your speaker and microphone volumes.

There are two procedures for opening the "Audio settings"

1. Displaying "'sound settings"*

(Standard)
Audio Chat  Attendees
||E|| |Microphone iz active when you speak. j
(Share | audio Chat  Attendees IAudio sefting I
Echo canceller: Disabled » b X
Muoise suppressor (microphone) @ Soft ¥
Moise suppressor (speaker) : Soft ¥ 9%
AVS sensitivity : High ¥
H Start Loopback test I
(Easy, Discussion, Wide, Seminar, V5Standard, classic)
IAudiu:u setting I
it
L@_J a e Echo canceller: Disabled >
& [—— | i - Moise suppressor (microphone) : Soft b
Sl Veles e R Moise suppressor (speaker) : Soft >
Microphone control : Microphone is active when you speak. >
AVS sensitivity : High >
Start Loopback test
All users put down hands
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2. Open "settings" from the Voice or (advanced) menu tab.

Standard Wide, Discussion, Seminar, | Easy
VS5standard, Classic

- M T R | L scuces [ Texconer
| @ | Recording | [[:] Others |

The "settings" menu will open in either case above.

Options *

Network Speed | Connection | Video | Audio | Share | Miscellaneous |

— Microphone

| Defawtt device : Microphone {2- USB P_» | [ —
v Speak and adjust the volume to indicate ﬂ b 95%

the yellow-green value on the meter.

Talk mode II'U'Iicmphone is active when you speak. ;I Sensitivity | High -

Noise canceller ISoﬂ 'l Echo canceller IDisabIed 'I Input device control...

— Speaker
‘ IDefault device : Speakers (2- USB PnFLI Play test sound I

Press 'Play test sound’ and adjust the ﬂ 100 %

wvolume with the slider.

Noise canceller ISoﬂ 'l Output device control...

r— Loopback test

Start Play an audio from the microphone to the speaker. Show dialog while testing

Check audio devices at entering the room (show this dialog)

Check device settings automatically

] Show detai oK | cancel || Aoy |

* If [Show detail] is ON.
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Mark in window

Operation and function when click or selecting it

List of [Mic] It is a list of the mic device that the personal computer can uses. It will
display all the mic devices that are available.
Green bar displayed Displays the mic sensitivity

[Mic] levels.

[Mic] adjustment

Controls the sensitivity of the microphone.

locator
List of [Microphone The device for transmitting audio in the conference room is selected.
control] Please refer to 5-1-1 for details of the audio function.

[Sensitivity] list

You can choose how sensible you want the mic to detect sound when the
voice switch mode is enabled. (Enable mic automatically while nobody is

speaking).

[PTT key Settings]

The method for transmitting audio in the conference room is selected.

Please refer to 5-1-2 for details of the utterance key.

List of mic [noise

canceller]

Choose the strength of mic noise canceller.

List of mic [echo

canceller]

Choose the strength of mic echo canceller.

Input Device Control

Open the Windows input device control. Please refer to 5-1-11 for details.

List of [Speaker] It is a list of the speaker device that the computer supports.
[Sound test] A very short melody sound is reproduced for confirmation.
Switch of [Speaker] Adjusted the speaker volume

List of Speaker [noise

canceller]

Choose strength of speaker noise canceller.

Output Device Control

Open the Windows output device control. Please refer to 5-1-11 for

details.
[Start Loopback test] Loopback test starts.
[Show dialog while "Loopback test" When beginning, the window in the figure below is
loopback test] displayed.

Loopback test X

Now the audio communication is tested

Speak into the microphone and you will hear vour voice over the speaker.
Talking mode
Microphone is active when you speak.
Mot in talking. Please check talking mode

If you can't hear it. check the following

1. Did you correctly connect the microphone and the speaker with PC?
2. Did you select the corect microphone and the speaker?

3. Aren't the microphone and speaker on mute?

4. Are the microphone's and speaker's volume enough?

‘wihile testing, you will not be able to speak with ather users.
[] Dan't show this dislog again.

Stop test | Audio settings |

Check audio device

An audio setup page will be displayed at start screen per your setting.
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after login

Nosecorceler [0 ®]  Echacanceler [Dsted ¥] | bput devis contul

Dokt device - Spaders (2 USE Pri =] Phay tont sund

——

RS e oty

(] Shorw diakog e tesng

7| Check: sus devices s entesng ihe room fshae s dinbog)

] Chack device senngs automanicaly

] Show deead o

Cancel Aoty

* If [Show detail] is ON.

[Check device settings

"Predetermined device" is checked by the automatic operation. It displays

automatically] it in choices of the device of the mike and the speaker.
Select audio device *
Following audic device(s) which was used last time is not found.
Default input device
Select audio divice to use,
[OK] The settings are saved, and the window is closed.
[Cancel] The setting is not saved, and the window is closed.
[Apply] The setting is saved without shutting the window.
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5-2 Function and setting for video

The video specifications for MeetingPlaza:

I MeetingPlaza supports 4 video sizes (QQVGA(160%120)., QVGA(320%x240).
VGA(640%480), HD (1280x720)) ®.

E  Each participant can control his video size independently.’

' The video quality'® is dynamically controlled by the available bandwidth. (The
voice-data is given priority over the video if bandwidth deteriorates.)

B The video quality!! is dynamically controlled by the quality of the bandwidth.

E  The upper limit of the image quality is set by the transmission rate. !>

5-2-1 Relation between transmission and reception

The image transmitted and received is determined by the settings on the sending and receiving end.
The image sent is QVGA(320x240) it will be received as QVGA(320%240) even if the image that
the camera transmits is VGA(640x480).

The same limitations apply to the frame rate sent and received.

The quality of the transmittion is dependent on the bandwidth available.

8 pixel
% Screen refresh count per 1 second.
10" The size and quality of the picture together with a frame rate are explained by terminology as "image quality".
" The size and quality of the picture together with a frame rate are explained by terminology as "image quality".
12 The network speed, you can set a different image size.
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5-2-2 Relation between sending and receiving and screen display of video

In MeetingPlaza, the function to expand, to reduce the received image, and to display on the screen
is provided. Therefore, if the size of the screen display is QQVGA(160x120) even if the image that
the other party took from the camera by size VGA(640x480) is transmitted, and I also receive it by
size VGA(640x480), the reduction display is done as for the reception image. Oppositely, if the
screen display size is set to VGA(640x480) even if it is time when it also transmits, and received the
image that the other party took from the camera by size QQVGA(160x120) by size
QQVGA(160x120) also by me, the expansion display is done as for the reception image.

The video quality worsens because the display image is enlarged when the screen is

displayed by a size that is bigger than the reception size.

5-2-3 Relation between sending and receiving and network speed of
image

The upper bound to make the image a high-resolution is decided by a set value at the network
speed. When the network speed is fast, it is high of the image quality.
The image can be sent and received. When the network speed is slow, only the image with low

image quality can be sent and received.

5-2-4 Relation between sending and receiving and CPU load of image

The upper bound to make the image a high-resolution relates to the load of CPU of the personal
computer.
When the load doesn't hang to CPU, the image with high image quality can be sent and received.

However, when a high load hangs, only the image with low image quality can be sent and received.
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5-2-5 Easy quality adjustment by [Video Quality]

When "Video Quality" on the right of the screen switch is raised up, it is a high-resolution (As for

the frame rate, the sending and receiving size grows high according to the network speed), and a low

image quality (The sending and receiving size becomes small a frame rate low according to the

network speed) when lowering below.
The level of this bar is the one that "How do you allocate it in the image?" is specified among the

set network speeds (band). Within the range at the set network speed (band), the quality of the image

will be adjusted.

When "-" is clicked, the switch is the bottom (lowest quality).

Video (| ' " " A (4
Qg =) el [+

Low image quality +—> High-resolution

4

*meectingplaza’

rooml

| fvideo [ " " " A"
l&’ Qualilv‘—

Sh0# 1)

Audio Chat

I | Connectdliia TCRlinneling.
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5-2-6 Adjusting the video settings

Adjust your settings without using the video quality bar.

1. To view the video settings
|

# =) —fi— [+

Display settings

Show all users

All users put down hands

Show detail

Options

Network Speed | Connection | Video | Audio | Share | Miscellaneous

Video
Video device {Camera) |Logitech Webcam C210 ﬂ Device properties...
Use a specified video device
({Uncheck this only if your camera does not work. it will be reflected from the next stat-up)
Video
Simple setting (recommended)

Audio first —@: Video first

Use video noise fiter to reduce sending video data
(Uncheck this if your PC works slow)

OK || Cancel Apply

Standard

2. How to open "settings' from' the ""advanced" screen formats"'.

* If [Show detail] is ON.

Wide, Di

B2 & REC ? i

V5standard, Classic
.

scussion, Seminar, | Easy

Setrings

Text Chat

Settings |TE Settings  Others

—»

To set or adjust the video settings, select "settings", "video" check "simple settings"
(Recommended) Box to clear the Frame Rate, size and video quality.

Options

X

Network Speed | Connection | Video | Audio | Share | Miscellaneous
Video

Video device (Camera) | Logiech Webcam C210 v Device properies
Use a speciied video device
{Uncheck this enly if your camera does not work. I wil be reflected from the next sart-up)

Video

Simple setting {recommended)
Audio first | e[ | —— Video first

Use video noise fiter to reduce sending video data
{Uncheck this i your PC works slow)

] Show detail

Cancel Bpply

Options X
Network Speed | Connection | Video | Audio | Share | Miscelaneous

Video

Video device (Camers) |Logtech Webcam C210 »| | Devicspropsties. |

Use a specfied video device
{Uncheck this only if your camera does not work. It il be reflected from the next start-up)

Video

[] Simple setting (recommended)

Frame rate fps) Size

Send 130 J;I QVGA (320240) v
Recoive [10 = [HD(1280720) ~

Adjust sending frame rate and size automatically
{Uncheck this o use specfied seitings to fix s=f image for recording etc.)

Use video noise fiter to reduce sending video data
{Uncheck this if your PC works slow)

] Show detail Cancel

Apply

After setting the values, click <Apply> or <OK>.

* If [Show detail] is ON.
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5-2-7 Using video noise filter to reduce and remove redundant video data
for effectiveness of data transmission.

It improves the efficiency of source video data compression with no adverse effect on the visual quality,

especially on video taken at low-end cameras.

Options >
Network Speed | Connection | Video | Audio | Share | Miscellaneous

Video
Video device (Camera) |LDg'rtech Webcam C210 ﬂ Device properties. ..

sz a specified video device
(Uncheck this only if your camera does not worl. It will be reflected from the next start-up)

Video

Simple setting (recommended)

Audio first M Vidao first

Use video noise fiter to reduce sending video data
(Uncheck this if your PC works slow)

[] Show detai OK | cancel | Aoply |

* If [Show detail] is ON.
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5-2-8 Improve video streaming quality

By turning OFF "Adjust sending frame rate and size automatically", video streaming transmission
rates will vary per user's settings (frame rate, size).

By turning on "Adjust sending frame rate and size automatically", streaming video transmission
rates will be automatically adjusted according to receiver's video settings to reduce channel
bandwidth.

In general, please turn ON the checkbox.

Options ¥

Network Speed | Connection | Video | Audio | Share | Miscellaneous

Video
Video device (Camera) |Logitech Webcam C210 j Device properties. ..

|Uze 3 specified video device
(Uncheck this only if your camera does not work. It will be reflected from the next start-up)

Video

[ Simple setting recommended)

Frame rate fps) Size

Send |6 = [HD(1280x720) ~|

Receive |6 - |[HD(1280:720) |

Adjust sending frame rate and size automatically
(Uncheck this to use specified settings to fix seff image for recording etc.)

Use video noise fitter to reduce sending video data
(Uncheck this f your PC works slow)

[] Show detail OK | Cancel | Apply |

* If [Show detail] is ON.

(* Checking on "Simple Setting (recommended)" will promote "Adjust sending frame rate and size

automatically" for video streaming services.)
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5-2-9 Device properties

Users can check the properties of the selected camera device and change its settings.
Please change the settings if the camera image is blurred or flicker to improve image quality.
(Camera settings menus vary. Please contact your camera manufacturer for details on specific

settings or requests.)

Options >
Network Speed | Connection | Video | Audio | Share | Miscellaneous

Video
Video device (Camera) |LDg'rtech Webcam C210 ﬂ Device properties. ..

sz a specified video device
(Uncheck this anly if your camera does not worl. It will be reflected from the next start-up)

Video

Simple setting (recommended)

Audio first Il Video first

Use video noise fiter to reduce sending video data
(Uncheck this if your PC works slow)

[] Show detai OK | cancel | Apoly |

* If [Show detail] is ON.
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5-2-10 Increase to high-resolution by using DirectShow and DirectX.

[Use a specified video device] (DirectShow) and [Use anti-aliasing] (DirectX) are both
media-streaming architecture for Microsoft Windows.

By using [Use a specified video device], user is promised with a high-quality video playback of
10+ FPS from camera running on a high performance machine. To achieve this result, please make
sure that your camera is compatible and DirectX 8 or later is installed on your computer.

In additional, by using [Use anti-aliasing] graphic API, video playbacks will become smoother and
clearer. To achieve this result, please make sure that your computer (GPU) is compatible with
DirectX.

To set [Use a specified video device], please go to [Options] -> tab [video]. [Use DirectShow if

available] will be enabled if it's automatically detected. [Use anti-aliasing] is required to set manually.

Options x

Metwork Speed | Connection | Video | Audio | Share | Miscellaneous

Video
Video device (Camera) |Lcugitech CuickCam E3500 j

Use a specified video device
{Uncheck this anly i your camera does not work. | will be reflected from the next start-up)

Video

Simple setting recommended)

Audio first ‘L Video first

=

Use video noise fiter to reduce sending video data
(Uncheck this i your PC works slow)

[] Show detail OK | Cancel | Apply |

* If [Show detail] is ON.
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To set [Use anti-aliasing], go to [Options] -> tab [Miscellaneous]
Options

Network Speed | Connection | Video | Audio | Share | Miscellaneous

— Display
— Video
Display order IMministmor goes top-eft ;I
Scaling I.Fu.rto scaling (recommended) ;I
" Lse anti-aliasing
Display the user name {Uncheck this  your PC works slow)
—general
[B English mode ffrom the next start-up [ Prevent the screen saver from executing
r— Sound effect
IErrterthe room LI [] Play the sound in all situations
[ Play File C:\Windows'\Media®. Browse... || Play
Show detail

0K || cancel || Aoy |

* If [Show detail] is ON.
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5-2-11 Selection of video when two or more cameras are connected to the
same personal computer

If two or more cameras are connected to the same PC, the selected camera can be set in the video

tab under the settings button.

Options =
Metwork Speed | Connection | Video | Audio | Share | Miscellaneous

\ideo
I Video device (Camera) |Log'rtec:h Webcam C210 ﬂl Device properties...

Use a specified video device
(Uncheck this only f your camera does not work. It will be reflected from the next stat-up)

Video

Simple setting (recommended)

Audio first @ Video first
Global videa setting. ..

Use video noise fiter to reduce sending video data
(Uncheck this if your PC works slow)

[] Show detai oK | Cancal | |

* If [Show detail] is ON.
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5-2-12 Stop and still picture use for video

The picture below appears below all images in the layout.

1

—

The screen formats "Discussion", "Seminar","V5Standard " will also appear at the bottom of the

screen.

e Click > | [ehuleVid00,0N,
() e o Ol

The video camera may be placed on "Pause" and the video image may be saved as a .bmp file and

used in place of a live video image or feed. Selecting the "play" button will return the users live video

stream.

Button in window Operation and function when click or selecting it

m or L0 Pause | The transmission of the camera image is stopped when

[Pause] clicking. The image of the button changes into [3 or
L1 Video ON | The transmission of the camera image is
restarted when clicking again.

or |_h‘-_i_J M or L0l Pause. | is clicked, and it puts it into the state

[save] to stop the camera image temporarily. It enters the state
that can be clicked to preserve the image that stops
temporarily in the personal computer as a bit map file.

ﬁ or lj_J The bit map file is used instead of the camera image. The

[still image] window where the bit map file is selected is displayed
when clicking.

5-2-13 Change in display size of image

The display size of the image is expanded and reduced automatically by the size of the window of

the conference room screen (video area).
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These expansion and reduction operations automatically done are standard of MeetingPlaza
operation. To fix this function to a size that is off or specific, the following operation is done.

(1) Click [Options] of meeting room and open the options window.

(2) Go to tab [Others] -> [Scaling].

Options

Network Speed | Connection | Video | Audio | Share

— Diigplay
—Video
Display order [ Time first to last) |

| Scaling | Auto scaling (recommended) -

Auto scaling (not enlarging)
Display the g scaling (receiving size)
QOOVGA (Blk60)
QOVGA (160 120)
CVGA (320c240)
VGA (640480)
HD (1280720)

Please be aware that when [QQVGA (160*120)], [QVGA (320*240)], [VGA (640*480)] or
[HD (1280*720)] is selected, video quality may be deteriorated due to the video upload and

download settings at senders or receivers' sides. (5-2-2)
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5-2-14 The order of display and display size setting of participant image

A variety of display functions are provided besides the display function of the image that has been
described up to now.

It explains these functions as follows.

1) The one that concerns image all participants

The function concerning all participants' displays is shown as follows.

p— lll.llld : 1 1 1 1 1 pr—
|&| ITII|J.=E|IIi:rlu|_| _ﬁm:’ |i|

Video setting

Display settings

Show all users

All users put down hands

Opticns

MNetwork Speed | Connection | Video | Audio | Share | Miscellanecus

Diigplay
Video
Display onder |T|me ffirst to last) - I
i Cumert order
Scaling Time first to last

Time (last to first)

Size (small to big)

Display the Size (big to small}
Alphabetical

Alphabetical {reversed)
Speaker goes topeft
Administrator goes topdeft
Lecturer goes topdeft

91



Mark in window

Operation and function when click or selecting it

[Show all user]

It returns it to the state to display all participants by using this function

when participant's display image is made non-display.

[Display order]

The order of displaying the participant is specified.
Alphabetical order (A—Z) and alphabetical order (Z—A) are arranged by
participant's name (character-code). It is arranged by the character-code

for Japanese.

2) The one that concerns individual participant's image

The function concerning the individual participant's display is shown as follows.

This function cannot be used on "Discussion" and "Seminar" screen.

Mark in window

Operation and function when click or selecting it

x|

Will be displayed when the mouse is placed on or over the image. The

[Double size] image size will double when clicking on the X2 icon. Click the icon to
return to original size.

E;—‘ Minimize the picture size of specified participants. To restore the

[Minimize] minimized to original size, select the minimized user, and click <Return

to original size>

M= 50

El

[Show only this user]

Only the selected participant's image displayed. While restoring to

original size, Click {S_S! (Show all users) or choose <Show all users>

in Video Setting menu.
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#s] i =) —fi—
Video setting
Display settings

I Show all users

All users put down hands

X Only the selected participant is displayed on screen. The user may specify
[Hide this user] the display size. Replace the video settings by selecting "Show all users".
] pi =] —f—
Video setting
Display settings

I Show all users

All users put down hands

5-2-15 Global video setting

If you are entering a conference room as the organizer, you can change the video settings of other
participants.
Select "Video settings on quality or "settings in other discussion modes and select Global video

settings. This opens the preferences for adjusting the "Global Video settings".

Standard Wide, Discussion, Seminar, Easy
V5standard, Classic

B Settings. A LL'I?L‘_‘_E“_E‘_J Scitings |IE Settings Others
| @ | Recording | |[::] Others | 5

a..': dup._ EO III—

Scaling »

Show all users

BERRL
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1. Click Settings and then click Video Settings (or video) to select, [Global video setting] button.
Options X
Network Speed | Connection | Video  Audio | Share | Miscellaneous
Video
Video device (Camera) |Logitech Webcam C210 ﬂ Device properties...
se a specified video device
(Uncheck this only if your camera does not work. t will be reflected from the next start-up)
Video
Simple setting frecommended)
PAudio first Il Video first
Global video setting...
lUse video noise filter to reduce sending video data
(Uncheck this if your PC works slow)
[f] Show detai OK | Cancel | Aoty |
* If [Show detail] is ON.
2. Operate below the red part of the frame to change the video settings.

Seisan vileo sefing b Bastion vider setting o
W [argds vt beconrereded] I~ Srecks sedtng iscoummardel]
St Vi B i) Glob Wided 5 eling
axkia bret {7 istas el Fursa 1w parurm] (B < Sia [WGalEmainy =]
T We ppesisl unsr jabang T Ues mgmcesd e sesimg
o | [
{}+ ) IV =
MectrgPlara & Al EIed) HecingFlass & [LBEIre Y
WastirgPlara & ak'pall]| HuningFlaou B (ki)
E stirnslen] 5 erwet Hetveooh, vt Lsage: Eshivaisd Senwy Rt B aruesdth s
rescarang papwaad| @ kbR, panding Howesed| s E0kbne recerTe (uprasd] = B0kbpa. sending[dosrmasd] = 2508 bps
B e | ] ol

Activating [Simple setting (recommendad)]

feature.

Click "OK" and the users settings will be adjusted to fit the Global settings simultaneously.

Removing [Sitmple setting (recommended)]
featurs.

Mark in window

Operation and function when click or selecting it

Simple setting (recommended)

The batch video setting can be done by turning it on with an image

Check box quality setting bar.
[Audio first] Move the slider to the left by one tick.
[Video first] Move the slider to the right by one tick.
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Image quality slider

It is a low image quality (It is a sending and receiving size
smallness of the network of the rate of the frame of low , according
to the speed) when moving it to the high-resolution (It is a sending
and receiving size according to the frame rate amount and the

network speed) and the left when the switch is moved to the right.

[Use special user setting]

An individual video setting can be done to each user who selects it

by << Add by turning it on.

[<<Add]]

The user name moves in the frame of "User who applies" when the
user name to which it wants to set an individual video is selected
from the user name in the frame of "User who doesn't apply" and

this button is clicked.

[Delete >>]

The user name moves in the frame of "User who doesn't apply"
when the user name that an individual video setting doesn't target
is selected from the user name in the frame of "User who applies"

and this button is clicked.

Frame rate(per user)

The frame rate of the transmitted image is specified. As for the
frame rate of the received image, the maximum reception frame
rate corresponding to the network speed of each user is set

automatically in each user.

Size The size of the sent and received image is specified.

Quality The image quality of the sent and received image is specified.
[OK] The batch video setting is executed and the window is shut.
[Cancel] The window is shut without executing the batch video setting.
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5-2-16 Movement of display place by mouse click

When participant's image is double-clicked with the mouse, the participant's image can be moved

on the left.

This function cannot be used on "Discussion" and "Seminar" screen.
Moreover, it is not reflected that the display place changes only by the conference screen of

me who operated it on other participants' conference screens.

The participant displayed on the left moves to just right.

The participant can be displayed in an arbitrary place by repeatedly executing this function.

B Corrmctns i TP Tmen. |

¥ Corvected va 100 Tumetea. |

Arrangement after it double-clicks it
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5-2-17 Display that each user communicates

The participant's communication can be confirmed by moving the mouse cursor on the balloon type
icon under the left of participant's image as shown in the figure below.
The transmission (reception): The figure of 100/0/0 is a color that shows the communication and

value of %. A green, yellow, red ratio is shown from the left with %. Besides, it is a display.

Information X
Meetingplaza & >>
[/Stetus] Sending Receiving
Status (%) : 100 0100 0
Audio loss rate : 0% 0%
Video loss rate : 0% 0%
Network speed : 3 kbps 1 kbps
Video frame rate : 0.8 fps 0.0 fps
Round trip time : 2 msec
MeetingPlaza A

5-3 Text Chat

While in a conference, participants can communicate with other participants of the group as a

whole.

Save as | Save Clear

Audio Chat User —_— i
Chat display area
Ta: | r |
/ Send
Character input area Destination selection menu
Mark in window Operation and function when click or selecting it
Character input area Are for typing the message.

Destination selection menu | The part displayed as "All" under the character input area can select

"All" (Transmit to all participants who are entering the same
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conference room) or an arbitrary participant name by the address of

the chat character.

Chat display area Running account of the chat for the conference
<Send> The chat message is sent

Save as The content of the chat displayed in the chat window can be saved
<Save as> to a named file.

For chat in multiple languages, please check on <Save as UTF-8> to

avoid messed up in characters.

Savein ] Top j & e E

P Name = Date modified Type
e

g No items match your search.

elf i ] '

Save
Cancel

File name: |

Lol Lol

Saveastype:  [Text Files (b

W Bave 2 ITF 4

Save

<Save as txt>

The content of the chat displayed in the chat window is save to a

text file.

Clear

<clear>

Clears the entire chat window
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6 Various common functions

6-1 How to the collaborative functions

In the conference room, there are various collaborative functions for sharing information.

Electronic file such as Microsoft office files can be shared among participants.

This chapter explains how these functions are used.

Kind of sharing

What can you Share?

When do you use it?

Feature

File sharing

PowerPoint file

1) The PowerPoint
program must be
installed on all
participants’ personal
computers.

2) When you want to
send the PowerPoint file

quickly.

1) It takes time until the
operation such as sending
the page because of the
transmission of the file to
all participants when
sharing can be done.

2) If the file is transmitted,
operation where page
sending takes
synchronization with the
participant of the so on and

others is fast.

Word file
Excel fire
PDF file
Jpeg file
Text file

Files other than PowerPoint

Compatible files for
Windows Media Player

(.avi/. wmv/.wma/.mid/wav)

When you want to share
these files with all
participants in the

conference.

The operation in the
displayed screen is not
reflected in other
participants' screens. (For
instance, it is an input, and
a switch of the seat to the
cell of Excel as for the

numerical value.)

Synchronize Playback

operations

Virtual file

VPI file

When you want to share

All participants see the

sharing MeetingPlaza is original. files without distributing | same file on shared
them to all participants. memory without the file be
opened locally.
Application Screen of program (for 1) When you want to 1) This can be slow if the
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(AP) sharing

instance, CAD program
etc.) executed with a
participants personal

computer.

show the screen of the
program executed with a
participants personal
computer to other
participants.

2) When the file can’t be
opened by file sharing.

amount of data be sent is
large.

2) It is unsuitable for use
with low-speed networks

such as modem lines.

Desktop sharing

The entire desktop may be
shared or displayed within

a specified range.

When sharing or showing
the entire desktop or a
range of the desktop to

conference participants.

Application Sharing (APP)

feature is similar.

Web sharing

Web site

When you want to show
all participants a Web

site.

If a username and password
are needed to view the site
all users will not be able to

follow you.
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6-2 How to start file sharing

There are two methods of file sharing.

I Method of registering file of common schedule beforehand when conference is

reserved.

E Method of doing file sharing while conferring.

This section explains the file sharing function of MeetingPlaza can be used.

6-2-1 Operation when | start file sharing

It start sharing a file click on <File sharing> in the function box.

Select the file from your hard drive and click open. You may also select weather to send the file
encrypted and or convert it to a VPI file.

(Standard)

T [(CShare]  audio Chat  Attendees

s+ File Sharing | | irtualfile sharing
S [Sutoble for Windows] véheuk I cesleon e

== Application Sharing i Desktop Sharing
Share apphication vwind 1 Shate the d op
=

_Oi Web Sharing G Whiteboard
" L —

(Discussion, Wide, Seminar, V5Standard, classic)

| Appﬂhﬂrﬂi |
| Web Share. |

Whiteboard
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Document Sharing
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1) Flow of operation

e WL ‘ Dosktop Sharng
v

1 l

Y “l Wob Shanng Whitoboard
»‘_)‘.. - b

hoahon Sharrg

Lockye [ Data 3 « @y B
Hame

 Lecelats
i ]

&) MeetrgPlace v
2) MerbegPlacal vpe
& Movie A1
]

o Powedort ppt
95 test e

@ Wetheetong ppte
W Word gt

[@igfa fl?*

< »

Pegwe | C I
Flen of troe. [% 1 Smaec -l Careel

Aot 1 e vl bt 3t e @ Gncarce ) 1ve Ye exbarvon

‘ The file is selected.

This 15 the display

f ‘!_ when the file is
. received.

', ] *mectingplaza

o -
¥
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2) File selection window
When [File Share] is clicked, the selected

& Open X
Look in: | Data ﬂ L] £ Ev
;} Mame
{0 Excel.xl
Quick access B ce.xs
=l Meeting.png
- Q|| MeetingPlaza.vpi
Desktop Q|| MeetingPlazal.vpi
[&] Movie.AV|
. | |&d] Picture.jpeg
Libraries PowerPoint.ppt
[_‘a D test1vpi
s | WebMeeting.ppt:
L=l iz Word.doc
Network
£ >
File name: | ﬂ Open
Files of type: |AII File Types(".") ﬂ Cancel

Whether the operstion will be synchronized is depends on the file extension

Preuploaded

Mark in window

Operation and function when click or selecting it

Preuploaded files

beforehand (up-loading) is selected.

When the conference is reserved, the shared file registered

6-2-2 How to receive a file that is being shared

When a participant start sharing a file, the file is automatically received, and is displayed in the

window used for sharing.
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2015/71

The file is displayed when the transmission is completed

6-3 Sharing of a Microsoft PowerPoint file

The screen when the Microsoft PowerPoint file 1s shared is as follows.

*mectingplaza

meetingplaza

2015/7/1

® NTTIT

The function of the button in the upper part of the window is as follows.

Button in window Operation and function when click or selected

b

<Close>

Closes the shared document.

105



<Open a new view>

Dialog will appear to start sharing data such as shown

below.

File Sharing [ | WVirtual file sharing

Share application images

== Application Sharing | Desktop Sharing
il;

Share weh pages

o
=) Wob Sharing | 1 wniteboara

Allows the PowerPoint to be shown in browser mode.

<Browser>

Switches from Browser mode to Whiteboard Mode.
<Whiteboard>

[] Share painter When this button is clicked, you have a shared pointer. Up

<Sharing pointer>

to 8 users can have one and each pointer has a different

color.

Align other user's window size

<Synchronize window size>

Re-sizes all shared windows to your current view. This

button is displayed only to privileged users.

-

<Top>

Takes you to the first page of the PowerPoint presentation.
Only when the PowerPoint file is shared with the VPI file,
this button is displayed.

3

<Last>

Takes you to the last page of the PowerPoint presentation.
Only when the PowerPoint file is shared with the VPI file,
this button is displayed.

e

Turns back one page.

<Previous>

=> Turns forward one page.

<Next>

c Reloads the page.

<Reload>

m Indicates the current page.

<Page> Only when the PowerPoint file is shared with the VPI file,
this button is displayed.

[ 2 The Animation of the displayed Power Point is executed.

<Reproduction of Animation>

Only when the PowerPoint file is shared, this button is

displayed.
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) Re-distributes the current PowerPoint file or document.

<Re-distribute> This button is displayed only by the person who distributes
the file.
g Copies the current view to the Personal Viewer.

<Copy to personal viewer>

L

57 Copies current view to a new page.

<Whiteboard to new view>

[E] To print a shared screen.
<Print>
[ — | It represents the reception status of the file.

<File receiving state>

6-4 Virtual file sharing

Virtual file sharing is a feature to allow participants to share files on their memories without
creating files on each of local disks.
Files are transferred into Virtual Printer Image (VPI) for sharing purpose.

Virtual Printer Image (VPI) is an original file type of MeetingPlaza.

6-4-1 What is MeetingPlaza virtual print image (VPI) function?

MeetingPlaza Virtual Printer feature makes it possible to create an image (VPI) file which is the
application software's printing output. You can view VPI (image) file, anytime, anywhere. The

combination of MeetingPlaza itself & Virtual Printer you to share numerous kinds of files.

1) Want to view VPI file

You can install the VPI Viewer by just joining a online meeting of MeetingPlaza. VPI Viewer
will be installed at the beginning of the online session. You can open a VPI file by simply double

clicking.

2) Want to create a VVPI file

VPI Viewer is required for installation of Virtual printer. First join an online meeting of
MeetingPlaza, then follow the steps on the installation page. After installation, you can choose

Virtual Printer when you print a file. Choosing Virtual Printer will make a VPI file on your desktop.
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6-4-2 Installation and Configuration of MeetingPlaza Virtual Printer

1) Installation of the Virtual Printer

Click on settings and miscellaneous under configure Virtual Printer, click install.

Standard Wide, Discussion, Seminar, Easy

V5standard, Classic

BN A REC 7 '} uwl:‘—‘:ﬁu iat, Sertings |IE Settings Others |
| @  Recording | |[:]| Others | ‘

.

i

When you install the desktop and the "send"menu "VPI"Convert adds.

Options *
Network Speed | Connection | Video | Audio | Share = Miscellaneous
Common settings
Automatically redayout windows on sharing Synchronize maximization of sharing window

Show closing option dialog box on window
closing

File sharing

["] Show shared file size notice on file sending Automatically permit to open file

Open shared file in sharing window always

Application sharing
0 Display translucent windows on other users too Reduce sending data {uncheck this if your PC
{might cause a mouse cursor flicker) works slow)
Web sharing

Display new web page on a new tab window

Configure Virtual Printer {VP1)

] Show detail ok | cancel | |

* If [Show detail] is ON.
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When "Installation of a virtual printer" is selected, driver's installation screen is displayed. "OK"

Installation of MeetingPlaza Virtual Printer @

MNow we are going to install MeetingPlaza Yirtual Printer.

1s selected.

Port creation is required.

This procedure needs about tens of seconds.

While this procedure, Windows Printing Service will be stopped once.
So please confirm that no printing task is running or

wait finish of it.

Please click OK to create port.

Cancel |

Select "OK" to continue

Installation of MeetingPlaza Virtual Printer @

A

Please click OK to create port. T

Now we are going to create port.

Port has been created.

We are waiting for restart of Windows Printing Service.

Printer Port has been confirmed.

Please click OK to install MeetingPlaza Virtual Printer.

I NOTE: 11

While installation, you may be asked by Windows that

"would you continue installation?"".

Please answer yes to complete installation of driver and

to use MeetingPlaza Yirtual Printer. 3
&

oK I Cancel I
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2) Configuration of MeetingPlaza Virtual Printer
Configure Virtual Printer (VPI) -> click Conﬁgure.13

Options *
Network Speed | Connection | Video | Audio | Share = Miscellaneous
Common settings

Automatically redayout windows on sharing Synchronize maxdmization of sharing window

Show closing option dialog box on window
closing
File sharing
["] Show shared file size notice on file sending Automatically permit to open file

Open shared file in sharing window always

Application sharing
0 Display translucent windows on other users too Reduce sending data {uncheck this if your PC
{might cause a mouse cursor flicker) works slow)
Web sharing

Display new web page on a new tab window

Configure Virtual Printer {VP1)

Show detail oK | Cancel | Apply |

* If [Show detail] is ON.

Printer Property will be shown.

(= MeetingPlaza Virtual Printer Properties @I
General I Sharing I Ports | Advanced | Color Management
Security I Device Settings | MeetingFlaza VPl Config

Please select folder to store VI file.

Select...(5)

Image processing method

" Highimage quality

f* Reduce file size

" High-Compression
After printing

% Da nothing

" Dpen printed ¥FI in WP Yiewer

" Share printed YPl in curent onling meeting

Printing from online meeting

v Don't show a dialog at printing from online meeting

Create a shortcut of WP conversion

Femave it fram "SendTo" Femave it from Desktap

13 <Configure> is not displayed if a virtual printer is not installed.
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Detail of Virtual Printer Property

Display and button in window Operation and function when click or selecting it

<General > General property of Virtual Printer will be shown.

<Sharing > Please refer to help for Windows OS.

<Ports > Please do not change this tab.

<Advanced > Please do not change this tab.

<Color Management > Please do not change this tab.

<Security> Please refer to help for Windows OS.

< Device Settings> Please do not change this tab.

[MeetingPlaza VPI Config] You can choose VPI file output directory of Virtual Printer.

< Please select folder to store VPI | The destination of the output of the VPI file is selected.

file>

< Select>

<After printing> The process of sharing the file with the conference participants

<Image Processing Method> The image quality when printing is specified.

< Append it to [Send To]> <Convert it into VPI> is deleted from <Send it> menu.

<Append it on Desktop> <Convert it into VPI> is deleted from desktop. The button
display changes to <addition to desktop>.

<OK> The setting is saved and the window is closed.

<Cancel> The window is shut without saving the setting.

<Apply> The setting is saved.
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6-4-3 Function of MeetingPlaza VVPI Viewer

The file is displayed by MeetingPlaza VPI Viewer's starting when the file made with

MeetingPlaza virtual printer is double-clicked as shown in the figure below.

S5 MastingPlazs VP Vit - [MhstingPlaza.opil

©) Ede Windew Optiem  Hrelp

SR H A 2B - |Fepace

*nectingplaza

meetingplaza

2015/711

® NTTIT

UM

The menu of this window and the function of the button are as follows.

Menu and button in window

Operation and function when click or selected

<File > Open/Close file, exit MeetingPlaza VPI Viewer.

<Window > Sub(Child) window management. Change layout of windows
etc.

<Option > Display Toolbar/Status bar or hide it. Install/Update of
MeetingPlaza Virtual Printer.

<Help > Show online help of MeetingPlaza VPI Viewer.

']

W

Open VPI file.

Print VPI file.

A A
] 5 (@] 5 [w)]
=. o]
= |8
N v

<Print Preview >

The print preview is displayed.

v
[&

b

<Shares at the conference >

VPI file is shared.

2]

Takes you to the first page of the VPI File.
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<T0p >

[A]

<Previous >

Turns back one page.

Indicates the current page.

Turns forward one page.

Takes you to the last page of the VPI File.

A A A =
&l &2 [¥] 5
8 o 72
@ X s
- 4
v v v

<Rotate >

The document is rotated by 90 degrees and displayed.

-

v
cL
@

The displayed direction is changed.

<Layout > <Slide>: It delimits every 1 page and it displays it.
<VERT>:The full page is connected with length and it
displays it.
<HORZ >:The full page is sideways connected and displayed.
Fit page The display size of the file is changed.
<Zoom>
Re-sizes all shared windows to your current view. This button

< Force Redraw>

is only displayed to privileged users.

< Help>

Show online help of MeetingPlaza.
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6-4-4 Virtual file sharing

Below, is how to start virtual file sharing of each screen.

(Standard)

MeetingPlaza

Audio Chat Attendees

Share application images.

Application Sharing @@ | Desktop Sharing
S

— Web Sharing Whiteboard

(Discussion, Wide, Seminar, V5Standard, classic)

& Open X
App Share l Lockn: | Data ] e@crB-
Name >
EWebiSharea » * (B Excelots
l Whiteboard * Meeting.png
- £} MeetingPlaza.vpi
Desidop 21 MeetingPlazal.vpi
& Movie AVI
™ W Picturejpeg
Libcaries 5 PowerPoint.ppt
! ) testlvpi
Q" WebMeeting.pptx
TsPC & word.doc
Network
Fie pame: [ _'J Qpen
Flescitpe:  |A Fle Typest ) =l Concdd |
W x e e < " L Preuploaded |
Whether the coeration wil nchrocized is depends on the fle extension
e | =T e

@ Open
Look: [T Dta - e®do B3
precs S
s B Exceluds

+ Meetingpng
2 MeetingPlaza.vpi

Desidop ) MeetingPlazal.vpi
<) Moviean
" & Picturejpeg
& Poweroint ppt
™ Oy testivpi
G WebMeeting pptx
ERrC W Word.dec
Network
Fie pame [ | |
Flesciype: [ Fie TypesT ) o |
— ” ok tals Frogosied |
e ] [P
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The screen below is shown when the VPI file is shared in the conference room.

MeetingPlaza =

Qi et =

[ Shane poinime (3] Aln e wer's wandow sive

e & i h [ =] T page = =
*meectingplaza’

*meetingplaza

2015/71

® nNrTIT

The functions of the buttons in the upper part of the window are as follows. Buttons other than

what is shown here are the same as those shown when sharing a Microsoft PowerPoint file.

Button in window Operation and function when click or selecting it

[B The document is rotated by 90 degrees and displayed.

<Rotate> Only when the VPI file is shared, this button is displayed.

Slide - The displayed direction is changed.

<Layout > <Slide>: It delimits every 1 page and it displays it.
<VERT>: The full page is connected with length and it
displays it.
<HORZ>:The full page is sideways connected and
displayed.

[Fitpage M The display size of the file is changed.

<Zoom> Only when the VPI file is shared, this button is displayed.

e The pen tool icon is displayed on the top of the Virtual file

[Draw] sharing screen and ready to use.

@) microsoft PowerPoint - WebMeeting_pptx vpi x
[ Share pointer 7] Align other user's window size & '_53 "E_:-‘_q
=Hed> [ o 1y [sige = Fit page -

E The print preview is displayed.

< Print Preview>
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6-4-5 Operation of mouse and keyboard

Operation with the mouse and keyboard are as follows to control a file made with Virtual Printer.

Shift] + [PageUp]

Turns back one page

Mouse Operation

wheel scroll

left button drag scroll

[Ctrl] + left click zoom in

[Ctrl] + right click zoom out

[Ctr]] + wheel zoom

Keyboard Operation

cursor key scroll

[PageUp] Turns back one page
[PageDown] Turns forward one page
[Ctrl] + [PageUp] Expansion display
[Ctrl] + [PageDown] Reduced display

[

[

Shift] + [PageDown]

Turns forward one page
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6-5 Application sharing (AP Sharing)

The following explains the operation and the function of application sharing (AP Share) in

MeetingPlaza

6-5-1 Execution of application sharing

The program of application that is going to be shared need to be open before sharing starts. Two
or more applications can be selected.

Begin application sharing by the following operation.

(Standard)

MeetingPlaza - x

T [ShEET  audio Chat  Attendees

Share application images

== Application Sharing Desktop Sharing
o]

= -;'_'i Web Sharing Whiteboard
J -—

(Discussion, Wide, Seminar, V5Standard, classic)

Choose an application >

e [ & O bsaam Oes
Whiteboard (=2 Adhoc Rooms - Internet Explorer

:g;i |0 Login - Internet Explorer
(=210 Login - Intemet Explorer
;%\ teetingPlaza Client

_ | Untitled - Notepad

2 Untitled - Paint

[] Only share the active [foreground) window

OF. Cancel
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Document Sharing = Choose an application x

&2 Adhoc Rooms - Intemnet Explorer
221D Login - Intemet Explores
221D Login - Intemet Explores

(=2 MeetingPlaza Client

~|Untitled - Notepad

231 Untitled - Paint

1]

[ Only share the active (foreground) window
0K Cancel |

Select a shared application program.

Application Sharing >

Choosze an application @

i% Adhoc Rooms - Internet Explorer

i% Adhoc Rooms - Internet Explorer

Q Conference Scheduler Login - Internet Explarer
mp b eetingPlaza

(=2 MestingPlaza Clisnt

[] Only shate the active [foreground) window

Ok Cancel

The function of this window is as follows.

Display and button in window Operation and function when click or selecting it

Choose an application Drag and drop the icon of application to the

application window you want to share.

Program name Specify the application you want to share.

Application is shared when this window is upfront The
window can be shared only when it remains topmost. Once
it is no more a topmost window, the application sharing
will be interrupted.

The icon of application will be displayed on the left side of

the program name.

<Only share the active(foreground) When the application program is shared, the window
window> becomes the foreground

<OK> The application sharing begins.

<Cancel> This window is closed without doing anything.
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6-5-2 Screen sharing application

The Application Sharing screen is as follows.

(Sharing the user's screen and applications.)

Meet instantly, where ever you are.
Intuitive Operation, Remarkable Conmectivity

(Participants Application Sharing Screen)

MeetingPlaza Client

$meetingplaza® B A REC 7?76 g

Meeting Room

Stress
free
online
meetings.

Meet instantly, where ever you are.
Intuitive Operation, Remarkable Connectivity

Audio Chat  Attendees
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6-5-3 Button operation sharing application

1. Button on desktop where application was shared

Display and button in window

Operation and function when click or selecting it

b

<Close>

Closes the shared document.

<Open a new view>

Dialog will appear to start sharing data such as shown

below.

MeetingPlaza

pr ]

File Sharing [ | WVirtual file sharing

==  Application Sharing = Desktop Sharing

=1

Share web pages Share whiteboar
|

=~ Waeb Sharing | ‘Whiteboard
@ | oo \

Mode can read the article.

<Browser>
Switches from Browser mode to Whiteboard Mode.
<Whiteboard>
Tar The pen tool icon is displayed on the top of AP sharing
[Draw] screen of other users.
For the party who starts the AP sharing, the pen tool icon
is displayed in the shared document.
MeetingPlaza EI'E‘@
Shared Documents
=5J4P sharing %
& T
& - Hh b € PFEFNOHOG®E 2r N
APShare Speed=2400 kbps
o 1 Other users are given the right to control the shared

Allow other users to take control.

application.

=

Work Pad in a new view

The page that is opening now is displayed in a newly

opened electronic white board.

%
Add new user to the AP sharing

session automatically.

The shared application is transmitted also to user who
entered the conference room after the application has been
shared. However, it is not possible to join again if the

application is closed by a conference participant.
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O

Select shared window

By clicking it, a shared window is opened, users may

choose application that are currently available to share.

MeetingPlaza

;_JAF Sharing B +

& 1 @5

MeetingPlaza 20 Client - Windows Internet Explorer
aLL,001]

Start
(00010050}
(000b0zdz)

hUnshg reJ

[Unshare]

Stop sharing an application.

2. Button on side where application sharing is seen

Display and button in window

Operation and function when click or selected.

b

<Close>

Closes the shared document.

<Open a new view>

Dialog will appear to start sharing data such as shown

below.

Meeting?laza - x

2 File Sharing { | Virtual file sharing

Share spplication images

[=—== Application Sharing i Desktop Sharing
=1

‘ E—— o

Share web pages Share whiteboard

‘Web Sharing g ‘Whiteboard
Shoare websio Share whilebe

3

Mode can read the article.

<Browser>

Switches from Browser mode to Whiteboard Mode.
<Whiteboard>

[ ] Take contral The participant started app sharing clicks 'S o allow
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Take control

other users to take control. User that has control of the app

will be labeled with .
Check the box to obtain control.

[ ]Fitin window size

Fit in window size

The image of the shared application is reduced to install on

the size of the "Document Sharing" window and displayed.

Align window size

Align window size

Changes the size of the window of the shared application

program. The size is synchronized with all participants

Auta zcroll

Automatic scrolling

It synchronizes the scrolling of the shared application

=

Work Pad in a new view

The page that is opening now is displayed in the view of a

newly opened electronic white board.
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6-6 Desktop Sharing

Please follow the instructions to share the entire desktop.

(Standard)

MeetingPlaza - x

Shared Documents

Start Page

T [Share | audio Chat  Attendees . 2]

= File Sharing [ | Virtual file sharing
Shemlgoalfies | . » ~ Sk
|l m P

are applicalion wind

= Application Sharing ‘ Desktop Sharing
s . \ Shate the desklop
=

Share whiteboard

_=| Web Sharing g Whiteboard
(2 Shere webste Shate whishoord

ke J ——

(Discussion, Wide, Seminar, V5Standard, classic)

Choose an application >

O Windnw@ O Area

@Adhoc Ruoomz - Internet Explarer
@ ID Lagin - Internet Explarer

@ |0 Logir - Intermnet Explorer

"%l MeetingPlaza Client

_ | Urtitled - Notepad

20 Untitled - Paint

B Only share the active [foreground) window

[i]:4 Canicel
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Document Sharing Choose an application x

O Wmdow@ O Area

= Adhoc Flooms - Intemel Explorer
= 1D Login - Intemet Explorer

= 1D Login - Intemet Explorer

= MestingPlaza Client

| Unkitled - Notepad

521 Uniitled - Paint

" Document?
Sharing

[ Only share the active (forsground] windos

[1]8 Cancel
The Button in the Desktop Sharing and Application Sharing is the same.

6-6-1 Share your entire desktop

Click Desktop Sharing.
The "Desktop Sharing" dialog box is opened. Click "Desktop" and the "OK" button.

For the "Easy, Discussion, Wide, Seminar, V5Standard, classic" select "Desktop" choose the,

"OK" button.
Desktop Sharing >
Desktop Area
ak. | Canicel

The entire desktop displays.
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(This feature shares the desktops Master screen)

MeatingPlaze Chame

*meetingplaza’

Meet instantly, where ever you are.

Intultive Operation. Remarkable Connectivity

—
T ESHE  svac chat  anendees

%meetingplaza®
Meeting Room T3AP Sharing [MeetingPlaza 8] X
&, “;m = _,_} = m [IFtinwindowsize () Align window sze (] Auto scroll [=]]

*meetingplaza’

Meet instantly, w

Intuitive Operation, R

Audio Chat  Attendees

Audio Chat  Attendees

W Comecteddrecty. B &) | APShare Speed=2400 kbps
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6-7 Sharing an Area of ""The Desktop"*

To share specific areas of the desktop, follow the instructions of each screen.

(Standard)

MeetingPlaza - x

Shared Documents

T .|

= File Sharing | | Virtual file sharing

7

T [Share]  audio Chat Attendees -

= Application Sharing i Desktop Sharing
Sha —— \ Shate the desklop
=

Share whiteboard

Oml Web Sharing Q Whiteboard
(2 Shere webste Shats whiebosrd
: -

(Discussion, Wide, Seminar, V5Standard, classic)

Choose an application >

O Windnw@ O Desktop

@Adhoc Ruoomz - Internet Explarer
@ ID Lagin - Internet Explarer

@ |0 Logir - Intermnet Explorer

'f".:._—;l MeetingPlaza Client

_ | Urtitled - Notepad

20 Untitled - Paint

B Only share the active [foreground) window

[i]:4 Canicel
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(Easy)

Document Sharing 1 %] Choose an application X

O W\ndcm@ O Desktop

[ Adhoc Flooms - Intemet Exploser
21D Login - Intemet Esplorer
21D Login - Intemet Esplorer

2 MestingPlaza Cent

| Untiled - Notepad

31 Untitled - Paint

s M Document?
Sharing

0K Cancel

The Button in the Desktop Sharing and Application Sharing is the same.

6-7-1 Share your desktop within a certain range

Click Desktop Sharing.

Select "Desktop Sharing" and a dialog box will open, select "Area" and Click the "OK" button.

Click the "Easy, Discussion, Wide, Seminar, V5Standard, classic" Select "Area" and click the
"OK" button.

Desktop Sharing >

-

Desktop Area

ak. Canicel
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Border appears to specify the range.

Expansion of the frame by moving the mouse to drag the four corners of the frame range can be
reduced.
Also, you can move the position of the frame and drag the mouse range than the four corners of

the frame. After deciding the scope to share, click Start button.

Share in a range, pink frame will be.

(This feature shares the desktops Master screen)

(Participants are sharing the entire desktop on screen)
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heetingPlaza EI

ed Documents
=4/ 4P Sharing bl +
Browse Draw [ T ake cantral »
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6-8 Web sharing

The following explains the operation and the function of Web sharing.

6-8-1 Specification of URL to be shared

To start web sharing, use the following procedure.

(Standard)

T | Share ‘ Audio Chat  Attendees

#  File Sharing | Virtual file sharing
Shae local fles e | e (VY] e:
Sustable for Windovs] — el
— [

Share application images.

re applical
[ Application Sharing @@ | Desktop Sharing
S

‘ Web Sharing Whiteboard

b —

(Discussion, Wide, Seminar, V5Standard, classic)

Document Sharing =

File Name / URL enter.

You can also choose from your favorites.
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-

Web Share

URL o fle nane to open

s |

it A g agpeceonn, woe ﬂ Faviuites..

Open | Cancel

Menu and button in window

Operation and function when click or selected.

"File name/URL"

URL of the shared Web page is inputted.

Favorite

When URL is selected from your IE favorites.

Open

The Web sharing begins with specified URL.

Cancel

This window is shut without doing anything.

6-8-2 Screen

of Web sharing

When sharing begins, the following windows are displayed.

MeetingPlaza Client

*meetingplaza’

Meetiog Room

e 2 MeetinaPlaza is easy to use and it works! Y

PR T e— o2

€ > O X K [T oA |
*meetingplaza’ | @ intemationaisit

Product News Support Contact

We bring meetings to Iife. MeetingPlaza Is a cloud based web conferencing tool designed for “Mobility and
Collaboration" to Increase business “productivity”. It provides virtual conference rooms that combine VolP, data, video
and collaborative tools for secure “face to face” business meetings and collaboration using moblle devices, PC's, and
traditional video conferencing systems.

NTT-IT is a leading developer of a broad range of advanced communication products and computer equipment. NTT-
IT was founded in 1987 in Yokohama. Japan. NTT-IT is a subsidiary of NTT (Nippon Telegraph and Telephone
Corporation of Japan), a Global Fortune 50 Corporation. NTT-IT employs more than 200 computer sclentists and
software engineers at centers in Tokyo and Yokohama, Japan. The company was established to contribute to society
by developing world class technologies that faciltate effective, efficient and user-friendly communications between
users

Chat  Attendees

Button in window

Operation and function when click or selected

b

<Close>

Closes the shared document.

<Open a new view>

Dialog will appear to start sharing data such as shown

below.
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MestingPlazs - x

P

#  File Sharing | | Virtual file sharing

— i o i n

== Application Sharing - Desktop Sharing

Share web pages Share
|

(j‘i v«"nn ﬁa,m Q Whﬂlﬂ,‘hfsmd

Mode can read the article.

<Browser>

Switches from Browser mode to Whiteboard Mode.
<Whiteboard>

[] Share painter When this button is clicked, you have a shared pointer. Up

<Sharing pointer>

to 8 users can have one and each pointer has a different

color.

Align other user's window size

<Synchronize window size>

Re-sizes all shared windows to your current view. This

button is displayed only to privileged users.

€

It returns on the previous page.

back
-> It advances to the next page.
Next
c It accesses URL again.
Rereading the url
* Favorites from IE when you click the URL selected.
Favorites [ Select a website from my favorites Mw
-0 Links
- Links for United States
El-o0 Microsoft websites
-0 MSN Websites
+ Windows Live
‘@ Ad hoc Conference Rooms
| Cancel |
Y The pen tool icon is displayed on the top of the Web
[Draw] sharing screen and ready to use.
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‘ OiStasporer &40 .hd ® BT SR
€ 3 C X K [Wpilommmestingslezs consfndenbird =
g URL that is opening now is opened in non-common
This view is copied in non-common window.
window.
5 The Web page that is opening is displayed in a newly

It copies it to the view of a new

electronic white board.

opened electronic white board.

The print dialog opens, and the displayed Web page can be
printed.

Print preview

The print preview window is displayed.

6-9 Whiteboard

6-9-1 Beginning of whiteboard sharing

Below describes the whiteboard function

(Standard)

T [CShare]  audio Chat  Attendees

| shae sopicaon v

=1 Application Sharing i Desktop Sharing
o windos \ Share the desklop
=

Oml Web Sharing Q Whiteboard
i Share webste Shate whisbosrd
: -
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(Discussion, Wide, Seminar, V5Standard, classic)

X

Document Sharing

Whiteboard display.

Button in window Operation and function when click or selecting it
X Closes the shared document.
<Close>
Dialog will appear to start sharing data such as shown

134




<Open a new view>

File Sharing | | Virtual file sharing

W e

Share application images

== Application Sharing ‘ Desktop Sharing
ot

Share web pages Share

,,; "] Web Sharing | ‘Whiteboard
2] mES

Switches from Browser mode to Whiteboard Mode.
<Whiteboard>
[] Share painter When this button is clicked, you have a shared pointer. Up

<Sharing pointer>

to 8 users can have one and each pointer has a different

color.

-

Return to beginning

Moves to the beginning

3

Return to end

Moves to the end of the last operation

€

It returns to the previous operation.

Back

-> Moves to the next operation

forward

[ Select the loaded object. Right-click of the object
Selection selected (surrounded by dotted-lines) and a pop-up menu

displays. To delete the selected object, click [Delete] to

proceed.

7

Eraser

Writing is erased.

E

Range deletion

The range of the text to be deleted is specified.

&

Pen

Can writes with the pen tool.

&

Marker

Can writes with the marker tool.

N

Straight line

The draw a straight line.

O

Quadrangle

A quadrangle frame is drawn.
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—

Quadrangle (painting out)

The quadrangle (paint out) is drawn.

@)

Oval

An oval frame is drawn.

o

Oval (painting out)

The oval (paint out) is drawn.

Setting of stroke width

The stroke width is set.

A= The place for typing text.
Text

Aa The font is set

Setting of font

Setting of color

The color is set.

= |
_
This view is copied to a non-common

window.

The whiteboard that is opening now is opened in

non-common window.

Copies to a new electronic white

board.

The whiteboard that is opening is displayed in newly

opened whiteboard.

The background is deleted, and the whiteboard is

The background is deleted and a white | displayed.

board is displayed.

B The whiteboard is saved as a bmp file.

Save as

[E] The print dialog box opens, and the whiteboard can be
Print printed

Bl

Print preview

The print preview window is displayed.

To paste an image to the whiteboard, please open the file and copy the image first. Go to the

whiteboard, right-click on its screen and select "Paste bitmap" from the pop-up menu to proceed.
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Mew Color...

Click outside the image and paste to complete the paste.
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6-10 Remote support

There are 2 kinds of beginning procedures of a remote support.

1) It begins to click the lower right of 2) It begins to right-click in the name of the

participant's screen. user more than the user list.

ick can this usee

e detal infonmstion of this user

-} Enaweiz |
= [ [ = Uses v 272 pocgle] | Hard | Voo
Chan

a
2 Vs L]

As for the organizer, the participant can put out one request among [Send desktop sharing
request] [Send area specified sharing request].

Attention :
Two or more users cannot do a remote support at the same time.

[Send desktop sharing request] and [Send area specified sharing request] cannot be done at the
same time.

6-10-1 Send desktop sharing request

1. [Send desktop sharing request] is selected from Remote support.

Minimize

Double size

Show only this user
Hide this user

Kick out this user

Microphane contral

Echo canceller

Noise suppressor (microphone)
Noise suppressor (speaker)

Set mic volume

Run speed measurement remotely

Choose network speed for this user

Remote support Send desktop sharing request

Vi Send area specified sharing request
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2. The request screen of a desktop sharing is displayed. The character can be input to the body of

the message of the addition.

Send desktop sharing request to Guest.

i Additional message

Cancel

[OK] is clicked.

4. Desktop common request screen is displayed by the participant.

Chair request you to provide control of your desktop.
Do you allow remote control?

Caution:
Your computer will be controlled remotely if you accept the request.
‘You should allow it only to trusted operator.

Desktop sharing allow all other participants to view your desktop.
You should not display important information.

You can STOP SHARING by pressing "[Esc]” button.

[~ Additional message

5. When the participant clicks [OK], the organizer can remotely operate desktop of the

participant.
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6-10-2 Send area specified sharing request

1.

2.

3.
4.

[Send area specified sharing request] is selected from a remote support.

T =

Minimize
Double size
Show only this user

Hide this user

Kick out this user

Microphone control

Echo canceller
Noise suppressor (microphone)
Noise suppressor (speaker)

Set mic volume

Run speed measurement remotely.

Choose network speed for this user

Remote support Send desktop sharing request

: Userinformation Send area specified sharing request
User 01

The request screen of the range specification sharing is displayed. The character can be input

to the body of the message of the addition.

Send desktop sharing request to Guest.

i~ Additional message

Cancel J

[OK] is clicked.

The range specified common request screen is displayed by the participant.
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Chair request you to provide control of your desktap.
Do you allow remate control?

Caution:
Your computer will be controlled remately if you accept the request.
‘You should allow it only to trusted operator.

Desktop sharing allow all other participants to view your desktop.
You should not display important information.

You can STOP SHARING by pressing "[Esc]” button.

Additional message -

5. [OK] is clicked.
6. When the participant clicks "OK", the frame that selects the range is displayed.

\ Area specihed sharing | Stat || X /
7. If the range is specified, and [Start] is clicked, the frame becomes a pink color.

rec-test001

8. Desktop from which the participant range is specified for the organizer can be remotely

operated.
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6-11 Other settings concerning common

function

An additional setting of various set windows concerning the common function in the other can

be done.

Options

Network Speed | Connection | Video | Audio | Share

Miscellaneous

Common settings
Automatically redayout windows on sharing

Show closing option dialog box on window
closing

File sharing

["] Show shared file size notice on file sending

Open shared file in sharing window always

Application sharing

0 Display translucent windows on other users too
{might cause a mouse cursor flicker)

Web sharing

Display new web page on a new tab window

Synchronize maxdmization of sharing window

Automatically permit to open file

Reduce sending data {uncheck this if your PC
works slow)

Configure Virtual Printer {VP1)

Configure...

Show detail

OK | Cancel || Apply |

* If [Show detail] is ON.

Check box in window

Operation and function when turning it on

Automatically update the screen layout

when sharing starts

and moves to the left of the page during file sharing.

Synchronize maximization of sharing

window

Maximize shared window / shrink when performing

specify whether to display the following message.
)

Synchronize maximizastion of sharing window

Do you synchronize masimization of sharing window?
(@) s
() Mo

[ Dan't shaw this message again.

ok |

L

It shows on meeting host's screen only.

Show closing option dialog box on

window closing

It is specified whether to display the message like the

figure below when sharing ends.
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Close document sharing window

How do you want to close?

‘6‘ (O Close only my window.

(®) Close all other user's window. (Default]

| (® Close document sharing window
This window will be closed 14 seconds later.
[] Don't show this message again.

0K ‘ Cancel J

Show shared file size notice on file

sending

It is specified whether to display the alert message
displayed at 20 seconds or more in the size of the file that
tries to be shared larger than that of 40000 bytes, and
sending and receiving time of the presumption requested
from the size of the file (I and other participants) and the

network speeds.

Automatically permit open file

When sharing the file is started, the following warning
might be displayed according to the setting of the PC. It is
specified whether to open material without displaying this
warning in the common window.

File Download

Do you want to open or save this file?
E} Name: demo_eng.ppt

Type: Microsoft PowerPoint Presentation, 164 KB
From: E:\WINDOWS|MeetingPlazazD\Share

[ Open ][ Save J| Cancel |

Always ask before opening this type of file

v

While files from the Internet can be useful, some files can potentially
harm your computer. If you do not trust the source, do not open or
save this file. What's the risk?

Open shared file in document sharing

window

When the shared file is received, the file specifies whether
to open in the common window even when operating no
opening (for instance, PowerPoint2007) in Internet

Explorer.

Capture layered window on AP sharing

It is specified whether to share a translucent window when

AP is shared. The mouse cursor might flicker.

Reduce data usage (If PC runs slowly,
please turn off the check box)

During AP sharing, it caches the block data received and
reuse them when the same set of data is needed. By
preventing sending the duplicated data, data usage is
reduced practically. Please turn off the check box, if your

PC runs slowly.

Display new web page on a new tab

window

Whether it displays it when "Link" that does the operation
displayed in another window is clicked by a new view is

specified.
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/ Recording and reproduction of

conference(Option)

MeetingPlaza has two recording modes,

(1) Local recording (saved to your PC)

(2) Server recording (saved to MeetingPlaza server)
The following describes the recording function.

7-1 Assigning recording authority

Only selected users are allowed to record the meeting. Users that are authorized to do so are

selected at the time of scheduling a meeting, or at user registration for use of Adhoc meeting
room

1) Conference is scheduled.

When the conference is scheduled those who have the ability to record the meeting are designated

with a (on) next to their name in the participant list.

User
Directory Import CSV (Max 10 users) EENLEENTEENTE
Name E-mail address Privilege Recordable Delete
Chair MeetingPlaza meetingplaza@example.com + v [~ [—]
2 q q
(UseriD) MeetingPlaza A meetingplaza-a@example.com [} (] [—]
3 + O | =
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2) How to authorize a user of Adhoc meeting room to record at meeting.
At user registration, by turning the check box [] of <RECORDABLE> ONMI, the user is

authorized to record the meeting. Please turn ON of users that are allowed to record.

e i P~ @ c || |me User Registration w i@

heetingplnzci‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v

I User Registration

NAME (required) (Maximum characters: 50)
E-mail address (required)
Organization
Language English [v|

® Follow the conference manager
O Change

Asia ﬂ Tokyo ﬂ

Timezone

Scheduler  [] Permit to reserve in Conference Scheduler

[ Priviege

Login permission
anp W Recordable
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7-2 Beginning and ending recording

To record a conference click on t record button in the function box.

(Standard)
B A REC ? i

(Discussion, Wide, Seminar, V5Standard)

| &2 | Settings ||. | TextChat |

I!O; Recording I‘::!i Others |

(Easy)

(Classic)

Settings| IJzer List | Text Chat Flec.| [, ‘

File Share | App Share‘ “Weh Sharel Whitebuardi
i

The record window is opened and the user can designate where the recorded files are to be
stored.

The “Record Name” is used in the conversion to an AVI file once the recorded data is saved
Recording — *

& REC Il pause | | B step

Recard Mame

|MeetingP‘Iaza

Paszwiord
| 200

Save ta local machine
Recording folder

|C:\Users\us et _tame\Wideeos Select...
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The default path of recorded folder is "C ¥ Users ¥ user name ¥ Videos". Under the folder,
recorded files are saved in the order of date and time. To change the location to save your

recorded file, please click [Select] and proceed.

When recording has begun, the record button is active. To stop recording click the pause
button, to begin recording again click the pause button. To end the recorded session click on

the stop button

Recording — X

REC P St
e JER (1hpne (W e

Recaord Mame

IMeetingF‘Iaza

Paszwiord Recarding rate
| 200

F B ke o
Save ta lozal machineg

Recording folder Remaining recording time : 11006 minutes

I C\Jzers\user name\Wideeos Select...

We are recording a user, in the lower left "REC" is displayed and can be seen from the

recognition by other users.
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Please be aware of the following to do a local recording.

*Please start file sharing after the local recording begins. Shared file before local recording

starts is not recorded.

= To record a file sharing, please start recording when more than two(2) participants are in the

room. Share a file after recording starts.

= To record questionnaire results, user needs to check on '"Distribute the summary results to

participants".

*During Web sharing, only the URLSs are recorded. The contents of the Web page at are not

recorded.

= Video layout shown during the meeting is not retained.
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/-3 Replaying of local recording

In V8.0, a "play.html" is saved in the same recorded folder. Please use this .html to replay the

recording.

For local recording recorded under V7.1 and before, please follow the instruction to replay the
recording.
Access the following URL. To replay the recorded conference

https://aspl.meetingplaza.com/recmgt/localplay.cgi

& MeetingPleza Chent - X
*meetingplaza’
Coaference |

o, ;.\?:: Sl ebirg oo

NO OTHER USERS
gCnnle-m(c 1 X
000/ 01 _" L Mo |
| 2
[

[.aa Tegroducton teeminated. - Nat connecied.

The status as, “Not connected”.

Click on the local play button and select the folder where the information was saved to and

click “OK” view the recorded conference.
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Browse for Folder x

Select Directory ,where Play Record Files are saved.

v [ videos
MP_REC_20160310_100938
MP_REC_20160312_120840
MP_REC_20160315_154928
MP_REC_20160322_150320
MP_REC_20160325_111348
MP_REC_20160328_160030
MP_REC_20160331 093449
MP_REC_20150401_103051

OK, Cancel

MeetingPlaza Client - Internet Explorer = (] X

*meetingplaza’

MeetingPlaza

'ﬁ'- Video ' gimple setting fimN |
—— Quality

Conference 1

007/ 018 _® =

i ——3

| ' R acna from oca I
The function of the button in this window is as follows.
Button in window Operation and function when click or selecting it
Image quality setting bar The image quality when replaying can be adjusted. Please see
Chapter 5-2-5 in detail.

Local reproduction The record folder is selected.
Allows one to select the a given point in the video
[Index]
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B Event Index List *

Mo, | Time | Type | Mame |
000 Change template  Template'6

014 Start document  PowerPaint. ppt

028  Start document  MeetingPlaza. vpi

185 Start document  Starting Application Sharing

1.04  Start document  hitp: e meetingplaza, com

114 Start document  hitp:Afwhiteboard_servicefile: AAwhiteboard_service
204 Start document  Microzoft Word - Word_doc, vpi

2587 Cloge document  Document Window Cloged

Jurmp Cancel

00 = O 7 e DD —

Start the recording.

Play (The record folder is selected.)
E Stopped temporarily the recording
Pause

E End the recording

End

Menu I Convert AV I

Menu Quit

AVI conversion

Convert the recorded conference to an AVI file.
* AVI conversion is available when the network

disconnected.

is

Convert &V|

[Quit]

Stop playback of a local recording.

Slider

The recorded point can be changed by moving the slide.

Voice setting

Setting the volume of the recording

Audio Chat

on playback.

Please note that that shared files may not show when the position of the video file is move
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Il Event Index List

When capturing shared files

| Ihdex | Timestamp | Type | Mame <I
3 T 3 25
2 46 flip p Page flip to 2 ] T 1
) 47 4ligmg Ja] ilipatans
4 51 flip p Page flip to 1 ) .
5 & flip p.. _Paee flip to 2 When sharing a web
[i] [ala] NEw F otarting Application Sharing
7 99 new r. httped S meetingplazacom,” page
T TS [{[=10 — " I
q 108 rew . bt A meetingplaza.com/product meet...
10 126 new . httpSAwhiteboard_service file/ Awhiteboard .
11 10F claca  Noceoment shisde Claoad =1
| Jump . . Cancel |
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7-4 AV1 conversion of local recorded file

MeetingPlaza has the ability to convert the recorded conference into AVI format. Thje AVI file
produced can also be edited with software and displayed using Windows Media Player.
Only voice and video can be converted to the AVI format. Shared files and chat windows are

not converted.

7-4-1 Procedure for AVI conversion

The conversion procedure for AVI format is described below.

1) AVI conversion for a recorded conference.
Open your browser and go to the following URL:
http://’your server name’/recmgt/localplay.cgi
Click on the AVI button.

& MeetingPlaza Client = X

*meetingplaza’

Conference 1

Video
Bv]  Qusy Lok seting | ©o
NO OTHER USERS
Conference 1 X
> 000/ 018 ™ Menu
[} -
Quit
T Audio Chat
[ Local reproduction terminated. Not connected.
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2) The input and output files are designated for AVI conversion to begins.
Because the following windows are displayed, the folder name for the input and output files are
designated.

AVI conversion begins by clicking on the AVI conversion button.

AV| conversion >

T |E:kUsers\issWideus\MP_HEE_2D180331_093449

Output | Play

AV conversioh Canfigure. . | Cloze |

As the file is being converted progress is shown in the processing window

A1 format conversion o4

Mow be processing...

44 2 [ Remain O min 7 sec )

HERREEER
Cancel

3) End of AVI conversion
When AVI conversion ends, the following window is displayed. The AVI file can be viewed by
clicking on the “play” button.'*

AV| conversion *

[ripit |C:ILTserslUser_na:mWiﬂms'II\fIP_R_EE_QD160331_093449

Output |C:IUsers'LUser_namBWidsos'l.I\-'IP_REC_QD16033I_DPBMQMeetmgPlaza.m Play
Firigh.
F'rocn_assing Time A conversion Configure. .. | Cloze |
0 min 20 zec

Conversion time and play quality is dependent on the computer speed

14 Windows media player can be used for the video playback.
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7-4-2 Setting change of AVI conversion

The following window is displayed when the setting button in the AVI conversion window is

clicked. The AVI conversion parameters can be specified.

Configure x

Cutput

| OVGA[320x240) ]

5_:| [frameds |

Image zize

Frame rate

“Wideo compresszor |.f1‘n.ut0matic: zetting j

Audio compressar |Autnmatic zetting ﬂ

make entry's image size the same.

delete unwanted blank area. [ Image size becomes emall. |

Apply Cancel

The function of the button and the menu in this window is as follows.

Button and menu in window

Operation and function when click or selecting it

"Image size" There are eight image sizes (side x length), that are available,
SXGA(1280x1024), XGA(1024x780), SVGA(800x600),
VGA(640x480), CIF(352x288), QVGA(320x240),
QCIF(176x144), and QQVGA(160x120).

Frame rate The frame rate can be set to 1-30 frame/second.

Video compression

The video compression (compression method of the image) is

set. Please refer to Chapter 7-4-3 for details.

Audio compression

The audio compression (compression method of the voice) is

set.

"The image size of the participant

is made the same.

All image sizes are expanded to the same size when the image
size of the conference participant (eight times, four times, and

twice and standard screens) are different.

"All unnecessary blank is deleted

(The image size becomes small)"

All blank areas in the browser are deleted.
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7-4-3 Details of video compression

The video compression (compression method of the image) is set. The necessary video

compression codec must be installed on the computer doing the conversion.

Video compression

Explanation

type of video CODEC

Automatic setting

The codec that can be used is

automatically set.

Microsoft MPEG-4 V2

(compressibility valuing)

The compressibility is valued.

Microsoft MPEG-4 Video
Codec V3

Cinepak (interchangeability

valuing)

Interchangeability is valued.

iccvid.dll

IndeoR 5.10 (image quality

valuing)

The size of the file is valued.

IndeoR video 5.10

Microsoft Video 1 (speed

valuing)

The processing speed is valued.

msvidc32.dll

No compression

It doesn't compress it. The image
quality is not deteriorated. (Please
note that the size of

the file grows very much. )

Tips

Video Codec is installed.

Users can verify your [Video Codec] by follow these steps. Open Windows Media Player,

click <help> - <About>.Click on <Technical Support Information>. This is to verify whether
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7-4-4 Details of audio compression

The audio compression (compression method for voice) is set as follows

Audio compression Explanation property of audio CODEC

Automatic setting The codec that can be used is

automatically set.

Microsoft ADPCM (tone Tone quality is valued. msadp32.acm

quality valuing)

GSM 6.10 (valuing of size of | The size of the file is valued. msgsm32.acm

file)

PCM (no compression) Tone quality is not deteriorated. Microsoft PCM Converter
Tips

Users can verify your [Audio Codec] by follow these steps. Open Windows Media Player,
click <help> - <About>. Click on <Technical Support Information>. This is to verify whether

Audio Codec is installed.
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7-4-5 File transfer time and file size estimation

Below, is the file transfer time and file size estimation for recorded one-hour meeting data
(300Mbps) to AVI format.

Video Audio Image Size Frame rate Transfer Time | File Size
compression | compression (HorizontalxV | (Frame/Second) (Minute) (Mbps)
ertical)

Microsoft Microsoft QVGA 10 5 143

MPEG-4 V2 | ADPCM (320x240)

Microsoft Microsoft VGA 10 45 165

MPEG-4 V2 | ADPCM (640x480)

Cinepak Microsoft QVGA 10 140 820
ADPCM (320x240)

Cinepak Microsoft VGA 10 400 2860
ADPCM (640x480)

IndeoR 5.10 Microsoft QVGA 10 20 200
ADPCM (320x240)

IndeoR 5.10 Microsoft VGA 10 280 500
ADPCM (640x480)

Microsoft Microsoft QVGA 10 5 340

Video 1 ADPCM (320x240)

Microsoft Microsoft VGA 10 120 660

Video 1 ADPCM (640x480)

Non-compres | Microsoft QVGA 10 5 10350

sion ADPCM (320x240)

Non-compres | Microsoft VGA 10 50 38740

sion ADPCM (640x480)
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7-5 Server recording and replaying

Recorded data is added to folders based on conference room selected. Reservation data is
added to user ID folder (CS: user ID), and conference that are logged in via Ad hoc Room is
added to adhoc folder.

7-5-1 Types of Users

There are five types of login accounts for Record Reproduction and Management.

Account Type Records Available to the Account Available | Available
for Edit? | to View?
System Record Administrator All records. Only one Administrator
account is allowed. © ©
Ad hoc Room Record Manager | All records made using the Ad hoc
Login Tool. Only one Ad Hoc account o) o)
is allowed.
Conference Room Record Only records taken in the corresponding
Manager conference room.
Registration and modification o} o}
on this account is done through
the Conference Scheduler
Conference Room Record Only records taken in the corresponding
Viewers conference room.
Registration and modification of X o}
these accounts is done through
the Conference Scheduler
Record Viewer All records. X o}

E' There is one per each assigned ID to Record System Administrator and Ad hoc Room Record
Administrator.

E Only the user or conference administrator is allowed to make modification on Record System
Administrator and Ad hoc Room Record Administrator's ID or password.

E Only the conference administrator is allowed to register a conference room record administrator.

E Only the conference administrator is allowed to change conference room record administrator’s
ID or password.

E Only the conference administrator is allowed to register a conference room record viewer.

E Only the conference administrator is allowed to change conference room record viewer's ID or
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password.
E Only the conference administrator is allowed to register a record viewer.

F Only the conference administrator is allowed to change record viewer's ID or password.

7-5-2 Login

1. Open the following page within a Web browser.
http://'"FQDN of the server'/recmgr/reclogin.cgi. Login.

2. Enter your User ID and Password and click SEND.

e mp D~-0 | |md MeetingPlaza
"mectingplaza’

= O X

Server recording viewer

1D

Password

3. This brings up a list of Folders and Records.
4. The content of the list is determined by the type of Login ID.
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7-5-3 Manage record files

After entering ID and password at login, a records list page is opened.
User clicks <Open all directory> to access to a list of recorded data.
To close the page, click <Close all directory>.

Accessible records vary depends on the authorization levels the user has.

(1) Example list for System Record Administrator

- O
e i P~ | | Manage record files
- ®
*meetingplaza
| Manage record files
|[EF Create a new directory | Open all directory Close all directory Logout
vl adhoc 2item 7 Settings |5 Delete JI
[ New Records 1 item
|| comeeting 2015/05/01 17:02 |p Play | # Edit |5 Delete |
[ Trash Box 0 item

| ¥ Create a new subdirectory |

wiE CS_MeetingPlaza-hanako 1 item # Settings |ﬁ‘ Delete .

[E5 New Records 1 item

[ Web meeting 2016/06/21 20:15 |p Play | # Edit |5 Delete |

| EF Create a new subdirectory |

wiE CS_MeetingPlaza-taro 1 item # Settings |'E‘ Delete .

[E3 New Records 2 item
[} ecMeeting 2016/06/212022 | p Play | # Edit | Delete |
] Asmeeting 2016/06/21 20:00 P Play | # Edit |F Delete |

| ¥ Create a new subdirectory |

p & New Records 0 item
p & Trash Box 1 item
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(2) Example list for Ad hoc Room Record Manager

- o x
e s O~ & | [mel Manage record files e 8 @
*meeti ’
cetingplaza
I Manage record files
Open all directory Close all directory Logout
il adhoc 2item 7 Settings |5 Delete JI
[E5 New Records 1 item
[] zomeeting 2015/05/01 17:02 [P Play |[# Edit |[F Delete |
[ Trash Box 0 item
| [+ Create a new subdirectory |
(3) Example list for Conference Room Record Manager
- o X

e ki P~ || Manage record files o 3 @

heetingplnzd‘ Portal Scheduler Record Others & MeetingPlaza A~

Open all directory Close all directory

vl CS_MeetingPlaza 1 item # Settings | 5 Delete .
[ New Records 2 item
(] & Ameeting 2016061230941 | B Play ||/ Edit [ Delete |
[] mmmeeting 2016061230939 | P Play || # Edit [ Delete |

|EF Create a new subdirectory |

(4) Example list for Conference Room Record Viewer

e i O~ & || [me| Manage record files vt 6 €

heetingplnzd‘ Portal Scheduler Record Others & MeetingPlaza A »

Open all directory Close all directory

wiE CS_MeetingPlaza 1 item

[ New Records 2 item

[ A Ameeting 2016/06/23 09:41
[] mameeting 2016/06/23 09:39
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(5) Example list for Record Viewer

- O X
e me O~ & | |me Manage record files
- L
*meectingplaza
I Manage record files
Open all directory Close all directory Logout
wim adhoc 2 item
[E5 New Records 1 item
[] Armeeting 2015/05/01 17:02 [P Play |
[ Trash Box 0 item
wiE CS_MeetingPlaza-taro 1 item
[E5 New Records 2 item
[] @oMeeting 2016/06/21 20:22 [P Play |
| ] comeeting 2016/06/21 20:00 | p Play |
wis CS_MeetingPlaza 1 item
[E3 New Records 2 item
| ] & Ameeting 2016/06/23 09:41 | p Play |
| ] mmmeeting 2016/06/23 09:39 | p Play |

p & New Records 0 item
p [ Trash Box 1 item
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7-5-4 Edit Record Infomation

1.

Click on the name of a folder or sub-folder where the record is located.

- O
e el P - & || [me| Manage record files
- ®
*meectingplaza
| Manage record files
|E# Create a new directory | Open all directory ~ Close all directory Logout
T TR - ] o
[ New Records 1 item
[} comeeting 2015/05/01 17:02 [p Play |# Edit |5 Delete |
[ Trash Box 0 item
| [F Create a new subdirectory \
'wiE CS_MeetingPlaza-hanako 1 item # Settings lﬁ Delete .
5 New Records 1 item
[} Web meeting 2016/06/21 20:15 [p Play [# Edit |5 Delete |
| [ Create a new subdirectory \
'wiE CS_MeetingPlaza-taro 1 item # Settings lﬁ Delete .
5 New Records 2 item
[ ocMleeting 2016/06/21 20:22 [p Play [# Edit |5 Delete |
] Aameeting 2016/06/21 20:00 [p Play [# Edit |5 Delete |

|EF Create a new subdirectory |

) & New Records 0 item

p & Trash Box 1 item
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2. The content of the folder or sub-folder appears in a table.

- O X
G ° i P = & || [me| MeetingPlaza Record Infor...
*mectingplaza’
I Edit record information
Modify fitle, index title and display status. Add or delete indexes. Click SEND to apply the modification.
Title |:|:|meeting Password | ] Change folder adhoc | Sub-Folder New Records v
Edit Indexes
Number Disp. Time Type Title Delete
Status P
1 58sec| Start Document |[Excelxls | o
2 1minute15sec| Start Document ([MeetingPlaza vpi | O
3 1minute31sec| Start Document |[PowerPoint ppt | O
4 1minute38sec|  Flip Page  ([Pagefipto2 | &
5 1minute38sec|  Flip Page  [[Pagefipto3 | O
6 1minute47sec| Start Document |[Word.doc | O
7 2minute02sec| Start AP Sharing |[Application Sharing Session Started | O
8 2minute14sec| Close Document ||Application Sharing Session Closed | O
9 2minute15sec| Close Document |[Document Window Closed | O
10 2minute22sec| Start AP Sharing |[Application Sharing Session Started | o
Additional Indexes Length in time: 226 seconds
Number Time Title
| Il |
2| )l |
3| I |
4 | Il |
Go back m

You may make changes in any of the following categories

TITLE The Title of the record

Password Password required to access the record

Indices The reference points during replay.

Additional Indices Any additional reference points specified by time for the recording
session.

3. To move a record to another folder or sub-folder, check Move Record and choose the
destination folder from the dropdown menu.

4. Indices are registered as the following: Opening the document sharing window, loading a
new URL, sharing a file, changing pages in a power point file, sharing and starting an
application sharing session. The indices shown in the playback control are reference points to
jump to. You can change the title of the indices, hide, show, or delete them. Deleting an
index is permanent (i.e. you will be unable to re-create it).

You may refer to an index by action, or elapsed time from the start of the meeting.
6. After making any modifications, click Send to apply the changes, and confirm the changes

that were made.
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7.
8.

e mp £~ & || jme| MeetingPlaza Record Infor...
"meeti ]
cetingplaza

| Confirmation
Click OK to confirm and apply the modification.

Title: comeeting
Password: Unchanged
Folder: Unchanged

Indexes
Number SDtIaE;Es Time Type Title
[ 1 ]/Show | 58sec|| Start Document |[Excel xls |
[ 2 |Show |[1minute15sec]| Start Document |[MeetingPlaza vpi |
3 Show ||1minute31sec|| Start Document ||PowerPoint.ppt
4 Show ||1minute38sec Flip Page Page flip to 2
[ 5 |/Show |[iminute38sec| Flip Page |Pageflipto3 |
| 6 ||Hide ||1minute4Tsec|| Start Document ||Word.doc |
[ 7 ]Hide |2minute02sec|/Start AP Sharing||Application Sharing Session Started |
[ 8 ]Hide |2minutei4sec|Close Document]|Application Sharing Session Closed |
| 9 ||Hide ||2minute1 SSec”CIose Document”Document Window Closed |
[ 10 |Hide |[2minute22sec|Start AP Sharing|[Application Sharing Session Started |
[ 11 |[Show |[2Zminute40sec|Close Document|Application Sharing Session Closed |

Go back m

Check the new information and click OK to confirm.

A final confirmation page lets you return to the Record List

| RESULT

Modification Successful.
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7-5-5 Reproduction

1.  Choose a folder in the Record List.
2. The list of the records appears.

| Manage record files

[Ef Create a new directory Open all directory Close all directory Logout
T T - 5 o
[ New Records 1 item
] cameeting 20150501 1702 [ B Play |[# Edit [ Delete |
[ Trash Box 0 item
¥ Create a new subdirectory
'wim CS_MeetingPlaza-hanako 1 item # Settings Iﬁ Delete .
[ New Records 1 item
[] Web meeting 2016067212015 [P Play |[# Edit [ Delete |

¥ Create a new subdirectory

wim CS_MeetingPlaza-taro 1 item # Settings Iﬁ Delete .

[ New Records 2 item
[ seMeeting 2016/06/212022 [P Play |[# Edit [ Delete |
L] Aameeting 201606212000 [P Play |[# Edit [ Delete |

[+ Create a new subdirectory

I Manage record files
Open all directory Close all directory Logout

[ New Records 1 item

[] Aameeting 20150501 17:02 [P Play
[ Trash Box 0 item

[ New Records 2 item

[ ] coMeeting 2016/06/21 20:22 p Play

| ] comeeting 2016/06/21 20:00 p Play J
[ New Records 2 item

| ] & Ameeting 2016/06/23 09:41 p Play

| ] mmmeeting 2016/06/23 09:39 p Play

3. Click on the title of a record that you wish to replay. Have a password ready if needed.

Please enter password

[ OK ][Cancel ]
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Replay starts.

MeetingFiazs Cierk - Intermat Lplocer - o X
*meetingplaza’ ’
MeetiegPlua

Widso P
R, s, Sock o | =d=)

Click on Chat to show text chat messages.

You can change the video size and frame rate, network speed, etc. from the Settings menu.

To adjust volume level, click on Audio.
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8 Conference Administrator

System Features

To create a new MeetingPlaza conference room, user needs to log into a system
called "Conference Administrator System".

Most used features are included in <Conference Administrator Manual>. This
manual focuses on useful tips on how to use the conference administrator system.

8-1 Portal Page

On main page, most useful features of Conference Administrator System are listed.

e mp L2~ @ c || mg portal

\neetingplnzci’ Portal Adhoc Rooms Scheduler Others & MeetingPlaza »

Room Information  Number of online users 0 (Maximum connection count 10)  09:32 Updated

Adhoc Rooms

Entrance URL
hitps:/hoox. meetingplaza.comfooooodyyy.cgi X 0ooYYYyyyyZZZzzzzYYY | [ Open

Users can enter the meeting room, without reservation or ID registration.

Room Settings Entrance URL Settings

You can add/edit/delete Adhoc rooms. You can add/edit’delete Enirance URL.
Rservation

Reservation & Date Templates

Meeting rooms of reservation type. You can register template for meeting room.
Directory

You can register meeting members information.

Others

User settings Announcement to user

You can add/edit/delete user of ID Login. You can make an announcement for users.
Usage Information Advanced Settings

Usage Information page. You can change various setlings{file

sharing/network/sound/video).

My settings
Y'ou can change manager information.

Room Information

Number of current users is displayed.
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Adhoc Rooms

Entrance URL

Users can enter the meeting room, without reservation or ID registration.

[Open]
Click to open a new window (user entrance page).

Room Settings
You can add/edit/delete Adhoc rooms. The administrator may add password for an Adhoc

room by changing the settings.

Entrance URL Settings
You can add/edit/delete Entrance URL. The administrator may set password for an
entrance URL.

Conference Scheduler

F  Reservation & Date
Meeting rooms of reservation type. A reserving page displays for the user to reserve a
meeting by choosing a meeting date and participants. On this page, the administrator may
confirm or schedule a meeting, as well as change or cancel a previously scheduled
meeting.
F  Templates
You can register template for meeting room. The administrator may create a new template,
change, delete or reuse a saved template.
E  Directory
You can register meeting members information. By registering information, a user saves
time without re-typing each user at reserving page.
The administrator may create a new address book, change or delete a saved address book,
or upload/download a address book via csv file.
Others
F User settings
You can add/edit/delete user of ID Login.
F  Announcement to user

You can create/change/delete announcements that are made for registered users.
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F  Usage Information

Usage Information page.

F  Advanced Settings

You can change various settings (file sharing/network/sound/video).

F My settings

You can change manager information.

8-2 Adhoc Rooms

Adhoc room is a type of room doesn't require user registration in advance.

There are two ways to log into an Adhoc room.

F  Login via entrance URL

F  Login via user ID

Below, are instructions on how to use the Adhoc room and how to check usage log.

Adhoc room is previously known as "TeamRoom" under MeetingPlaza V6.1.
Before Version 7.0, TeamRoom doesn't allow multiple rooms. It enables a user to create

more than one conference room from Version 7.0
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8-2-1 Room Settings

At initial user login, there are three preset Adhoc rooms are available.

e e O~ & || [me Roam Settings i @

ﬁneetingplnzci“ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v

Room Settings Entrance URL Settings Log

You can add/edit/delete Adhoc rooms.

Son Rooms

Number of Users

No. Name of the room Current / Max Manager Message
B 1 Room1 0/10 upload file Update Delete Log (i}
B 2 Room2 0/10 upload file Update Delete Log (i}
B 3 Room3 0/10 upload file Update Delete Log (i ]

User can create, modify or delete Adhoc Rooms under the room settings.

The messages saved inside of manager message folder are displayed on the top page as well as

displayed under the message section for administrators.

Room Settings | Entrance URL Seftings  Log

You can add/edit/delete Adhoc rooms.

Number of Users

No. Name of the room Current | Max

Manager Message

1 Conference 1 0/10 upload file Update Delete Log (1]

By clicking <Update> besides the conference room name, user may change room settings.
By clicking <Delete>, conference room is deleted.

By clicking <Log>, room usage history is displayed.

Room Settings | Entrance URL Seftings  Log

You can add/edit/delete Adhoc rooms.

Number of Users

No. Name of the room Current | Max

Manager Message

1 Conference 1 0/10 upload file Update Delete Log P
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Conference rooms are displayed from top in the order of high priority to low priority.

To change a room priority, choose <Sort Rooms>.

Room Settings | Entrance URL Settings  Log

You can add/edit/delete Adhoc rooms.

No. Name of the room Numberof Users

Current/ Max Manager Message

1 Conference 1 0/10 upload file

Update

Sort Rooms

Delete Log (1]

e @ pP~c @Roum Sort

& MeetingPlaza =

hgetingphzd‘ Portal Adhoc Rooms Scheduler Others

| Room Sort
Conference 1 # Up Stop
Conference 2 ~ Up

-
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8-2-2 Register a new conference room

Click <New entry> at Room Settings menu.

Room Settings Entrance URL Settings Log
‘You can add/edit/delete Adhoc rooms.
Sort Rooms
Number of Users
No. Nameoftheroom ., . o w0 Manager Message
1 Conference 1 0/10 upload file Update Delete Log i ]
2. The new conference room registration screen is displayed.
— O X

Portal

*meetingplaze’

| Add Room

Name of the room
Voice Quality
Capacity

Region

Type

Password

Administrator password

Manager Message

P~ & || || Add Room T e &

Adhoc Rooms Scheduler Others & MeetingPlaza v

excellen ﬂ
2 M
™

Japan

® Normal meeting

Standard

™
[J show admin and talker
O voice meeting

[]Enable password
*This password is used for entrance URL

Reenter password

[CJEnable Administrator password.
*This password is used for entrance URL

Reenter password

3. Enter registration details.

Enter details in the order under<Add Room>.

Name of the room

Enter conference room name.

Must have items.

Voice Quality

Choose conference room audio quality. Normal tone quality

is equivalent to a normal cellular phone. Clearer quality can
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be obtained by selecting either <good> or <excellent>.
Attention: When there is a participant who is on a network
(for instance, modem line and ISDN line) where the speed is

slow because of the volume of data then set the tone quality

as good.

Capacity Enter the maximum number of participants for a conference
room.

Region Specify the conference server.

A Web conference with high-quality video, audio and data
sharing can be held by specifying the server which is nearest
to the participants to limit the effects of network delay or
bandwidth change.

There are seven base points of servers.

- Japan

- Hongkong

- Singapore

- Melbourne

- Washington DC

- San Jose

- Amsterdam

- Server base point might be changed.
-Information above-mentioned might not visible depending

on the contract type.

Type To choose conference screen components. There are
multiple screen types to choose from. Please check the
image examples carefully. (Choose each screen and an
image example shows.)

A user chooses [Show video of administrator and

talker] to limit video activities to these two parties.

Password By checking on this option , a password is set for users

log into conference room via entrance URL.

Administrator password By checking on this option , an administrator password is

set for users log into conference room via entrance URL.

4. Confirm registration details that have been entered.

After entry is completed, click m to check new conference room registration
details.
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e o P~ & || mel Add Room

ﬁneetingplcnzci“ Portal Adhoc Rooms Scheduler Others & MeetingPlaza

] Add Room

Name of the room  Conference 4
Voice Quality  excellent
Capacity 5
Region  Japan
Type  Standard
Password  No

Administrator password ~ No

Manager Message

=

Review if the information is corrected entered. If the information is correct, click , if it's

not correct, click [Back] to make changes.

5.  Complete new conference room registration.

By clicking , the following screen shows. <Complete> shows that the new conference
room has been registered successfully.

] Add Room

Complete.

8-2-3 Entrance URL Settings

Choose an Adhoc room to create an entrance URL.
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— [m] X
e e £ - & || | Entrance URL Settings i@

ﬁneetingplnzn" Portal Adhoc Rooms Scheduler Others

& MeetingPlaza v

Room Settings Entrance URL Settings Log

You can addfedit/delete Entrance URL

Allow Rooms URL Memo

All Rooms hitps-ihoce mestingplaza combooocodyyy. cai00osoY YYYYYYZZZzzz2YYYYYYYY Common URL Update

Conference 1 hitps:/hocs meetingplaza.comiooocodyyy. cgi? AAAAaaaaBBBBbbbbCCCCecccDDD Update Delete

By clicking <Update>, user may change entrance URL.

A user may choose <New entry>, enable/disable entrance URL, Update entrance URL, set
password for an entrance URL.

e g PO~ d | |me Change Entrance URL Setti...

'meetingplnzci" Portal Adhoc Rooms Scheduler Others

& MeetingPlaza =

I Change Entrance URL Settings

Mo Allow Rooms Allow Rooms

Conference 2 Conference 1
Conference 3
Conference 4

Allow Rooms

Memo

7 )
URL Epgme this URL
[ initialize URL

[JEnable Password

Password

Reenter password

By clicking <Delete>, user may delete entrance URL.

Common URL is unable to delete.
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8-2-4 Register a new entrance URL

1. Click <New entry > at Entrance URL Settings.
- O *
e i O~ & | [me| Entrance URL Settings W ‘:’
heetingplnzﬁ’ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v
Room Seftings | Entrance URL Settings | Log
You can add/edit/delete Entrance URL.
Allow Rooms URL Memo
All Rooms https:/icoo. meetingplaza.comboooeadyyy. caiTXCecoY Y YyyyyZZZzzz2Y Y Y Yyyyy Common URL Update
2. Anew entrance URL registration screen is displayed.
- O
e i O~ & |||mel Add Entrance URL ARt
ﬁneetingplnzci‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza »
] Add Entrance URL
Mo Allow Rooms Allow Rooms
Conference 2 Conference 1
Conference 3
Conference 4
Allow R
low Rooms
Memo
[1Enable Password
Password
Reenter password
3. Enter registration details.

Enter details in the order under <Add Entrance URL>.
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Allow Rooms Choose an attendable Adhoc room.

Memo Entered details are displayed in Entrance URL Settings

Memo section.

Password By checking on this option , an password is set for users

log into conference room via entrance URL.

4. Confirm registration details that have been entered.

After entry is completed, click m to check new entrance URL registration details.

eo me 2~ & || me| Add Entrance URL s i @

'meetingplcnzci‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v

| Add Entrance URL

Conference 1

Allow Rooms

Memo

Password NoO

o -

Review if the information is corrected entered. If the information is correct, click , if it's
not correct, click [Back] to make changes.

5.  Complete a new entrance URL registration.

By clicking , the following screen shows. <Complete> shows that the new entrance
URL has been registered successfully.

] Add Entrance URL

Complete.
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8-2-5 Log

To check Adhoc room usage history.

me)

heetingplnm‘ Portal Adhoc Rooms Scheduler Others

p-c

me| Log

Room Settings ~ Entrance URL Settings | Log

‘Adhoc Rooms Information page.

» Get logfile

NAME Name of the room Login Logout

¢ 2016]v]

4 [v >

Total length IP address client Connection method

& MeetingPlaza =

Connection quality

MeetingPlazaA Conference 1

2016/04/24 14:58 2016/04/24 15:05 7

10.90.1.116 PC  tcp tunneling(Direct HTTP tunneling) @  Detailed
User A Conference 1 2016/04/24 15:07 2016/04/24 15:09 2 10.90.1.116 PC  tcp tunneling(Direct HTTP tunneling) @  Detailed
User B Conference 1 2016/04/24 15:09 2016/04/24 15:09 0 10.80.1.116 PC  tcp tunneling(Direct HTTP tunneling) @  Detailed
User B Conference 1 2016/04/24 15:10 2016/04/24 15:11 1 10.80.1.116 PC  direct connection © Detailed

Past user data including user names, room names, login time, logout time, IP address, total length,
client, connection method and connection quality are grouped per month.
Deleted users data are included as long as the usage was valid for the month(s).

To move from month to month, click [<] or [>].

In addition, user may download a copy of usage history by clicking [Get logfile] to download

the .csv file. At the download, a confirmation pop-up will be displayed (as figure below), to proceed

please click [Save] or [Open].

(This is a confirmation pop-up message after user clicks [Get logfile].)

- o x
e = £~ & || Inel Log AR

’meetingplcnm‘ Portal  Adhoc Rooms  Scheduler Others & MeetingPlaza v

Room Settings ~ Entrance URL Settings | Log

‘Adhoc Rooms Information page.

< 2016y 4 v >

¥ Get logfile

Select log column.
NAME B4 Name of the room M Login
Logout M Total lengtn Mip aadress
M ciient [ connection method M Global proxy relay point

‘ Download
NAME Name of the room Login Logout Total length IP address client Connection method Connection quality
MeetingPlazaA Conference 1 2016/04/24 14:58 2016/04/24 15:05 7 10.90.1.116 PC  tcp tunneling(Direct HTTP tunneling) @  Detailed
User A Conference 1 2016/04/24 15:07 2016/04/24 15:09 2 10.90.1.116 PC  tcp tunneling(Direct HTTP tunneling) @  Detailed
UserB Conference 1 2016/04/24 15:09 2016/04/24 15:09 0 10.90.1.116 PC  tcp tunneling(Direct HTTP tunneling) @  Detailed
User B Conference 1 2016/04/24 15:10 2016/04/24 15:11 1 10.90.1.116 PC  direct connection © Detailed
Do you want to open orsave 201604 MeetingPlaza TM.csv from xxormeetingplazacom ? Open Save | ¥| Concel
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8-3 Reserve a conference room

The type of conference room that requires reservation and participant registration in advance.
Numbers that inside of () in calendar shows the number of participants to the meeting.

This chapter explains a few handy features in conference room reservation.

e = O = @& & || |me| Reservation & Eate vr 03 €

heetingplnzd‘ Portal Adhoc Rooms = Scheduler Others & MeetingPlaza =

Reservation & Eate = Templates  Directory

Meeting rooms of reservation type.

m < Mar[v] = 2016|v| >

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 &
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 al 22 23 35‘ 2_5] El

8-3-1 Use a template or history

User may reserve a conference from a registered template or based on past conference history. For
how to register a new template, please refer to §-3-5 .

1. Choose conference start date and time.

181



2.

3.

*meetingplaza’

e mg O~ & & | |me| Reservation & Eate

Portal Adhoc Rooms Scheduler Others

Reservation & Eate Templates Directory

Meeting rooms of reservation type.

m < Mar[v]| = 2016]v] >

Sun Mon Tue Wed Thu Fri
1 2 3 4
6 T 8 9 10 11
13 14 15 16 17 18
20 2 22 23 24

& MeetingPlaza »

12

19

Sat

Go to conference reservation page, click [Use a template or history].

a [F) 2 - & || [me] Reservation

?neetingplnm’ Portal Adhoc Rooms Scheduler Others

| Reservation

| Use a template or history |
Conference information(Timezone:Asia/Tokyo)

Subject Enter a Subject

3252016 10[v| - 0 - | B0 minutes [v| later from the starting time

*You can login conference before 30 minutes.

Meeting time

Notification
just after reserve & before 20 from the starting time

Voice quality : excellent

Option settin ) . - . .
ligl WESOLECAO LSRN Normal meeting Voice meeting [ Standard ]

Region: [ Japan

Maximum characters: 100

& MeetingPlaza =

Choose a template or history, click [Use].
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e [ P ~ & | [me Reservation

heetingplnzd‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza ~

Title of current template Conference Time Participants

Web Conference 10:00- 11:00 MeetingPlaza, MeetingPlaza A, MeetingPlaza B

Data that has been selected are displayed at conference reservation page.

e [ £~ & || [mel Reservation

'mee[ingpmzq‘ Portal Adhoc Rooms  Scheduler Others & MeetingPlaza v

I Reservation

Use a template or history ~ completion. set template information
Conference information(Timezone:Asia/Tokyo)

Subject Web Conference Maximum characters: 100

Meeting time 312512016 - 3/125/2018

=You can login conference before 30 minutes.

Notification
just after reserve & before 20 from the starting time

Voice quality : excellent

Option settin . . )
Ij Meeting rocom design : al meeting Voice meeting [ Standard |

Region: [ Japan

User
Directory Import CSV (Max 10 users) [ELFET
Name E-mail address Privilege Recordable Delete
Chair MeetingPlaza meetingplaza@example.com [+ « O |E|
2
(UseriD) MeetingPlaza A meetingplaza-a@example.com O O E
3 . B
{User D) MestingPlaza B meetingplaza-b@example.com O O |E|
4 + O O =

Number of Guest Account

Message

Maximum characters: 1000

Back to the schedule
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8-3-2 Choose participants from directory and registered users list

User may choose participants from directory and registered user information.

directory, please refer to 8-3-8 .For how to register a new user, please refer to §-5-2 .

1.

2.

Click [Directory] at user settings.

User
Directory Import CSV (Max 10 users) [ENGEET T e
Name E-mail address Privilege Recordable Delete
Chair MeetingPlaza meetingplaza@example com + v O =
2 + O O =
" . "o
A page of "Choose from directory" is opened.
- O X
me P~
| Choose from directory
You can register meeting members information.
Search Target | Name ﬂ [ ] Perfect Matching = SEARCH ] Show User
All ABC DEF GHI JKL MNO PQRS Tuv WXYZ
171
Select Name Organization E-mail address Note
O MeetingPlaza A MeetingPlaza meetingplaza-a@example.com
O MeetingPlaza B meetingplaza meetingplaza-b@example.com
171
Choose users from directory and click [Add participant].
- [m] x
mp L-¢
| Choose from directory
You can register meeting members information.
Search Target” Name ﬂ [ ] Perfect Matching = SEARCH V] Show User
All ABC DEF GHI JKL MNO PORS TUV WXYZ
171
Select Name Organization E-mail address Note
MeetingPlaza A MeetingPlaza meetingplaza-a@example.com
O MeetingPlaza B meetingplaza meetingplaza-b@example.com

171

Close

Add participants
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4. Selected information are added to the user settings.

User
Directory Import CSV (Max 10 users) EEGEFENTEENS
Name E-mail address Privilege Recordable Delete
Chair MeetingPlaza meetingplaza@example.com + v O =
2 : :
(UseriD) MeetingPlaza A meetingplaza-a@example.com 1 1 —]
3 + O O =

8-3-3 Enter conference participants from CSV file

By using CSV file, you may enter all participants' information in one transaction.

1. Click [Import CSV] in the participant list.

User
Directory Import CSV (Max 10 users) QEULRELE SN
Name E-mail address Privilege Recordable Delete
Chair MeetingPlaza meetingplaza@example.com + W ] =]
2 + O O =

2. Click [Browse] in the [CSV files].
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o = 5o

?neetingplnzd Portal Adhoc Rooms  Scheduler Others

| Reservation

Use a template or history
Conference information(Timezone:Asia/Tokyo)

me Reservation

& MeetingPlaza v

x
I Register from CSYV file
File Encoding [ Shift JIS v
Add participants
* CSV values
Note: Make sure that number of commas in a lineis 2.
= Name
= E-mail address 1
= E-mail address 2
+ Example)
= Userl samplel com,sample’ com
= User2 sample3{@example com,
u + Invalid format Ime is skipped.
Chair MeetingPlaza meetingplaza@example.com + v O =
2 + O | =
To choose a file to upload.
(2 Choose File to Upload X
« S » This PC » Windows 8US (C:) » csv_data Search csv_data el
Organise ¥ New folder ==~ [ @
7 Quick access Name
@ OneDrive £:=] name_book_add.csv
B=) name_book_usercsv
[ This PC -] name_book_yoyaku.csw
¥ Network
4 Hemegroup
£
File name: ~| [ AFites ) v

Choose a file and click [Open].
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5.

6.

& Choose File to Upload

“ v 4 » ThisPC » Windows8US5(C:) » csv_data v | D Search csv_data »
Organise * MNew folder =~ [ @
3 Quick access Name
X £:| name_book_add.csv
‘@ OneDrive
£:| name_book_user.csv
[ This PC I@ name_book_yoyaku.csv I
¥ Network
*§ Homegroup
£ >
File name: | name_book_yoyaku.csv ~ || All Files (%) ~
Cancel
Your uploaded CSV file is displayed at [CSV files]. Click [Add participants].

a ki £ - & || [me| Reservation

?neetingplnzd Portal Adhoc Rooms  Scheduler Others

| Reservation

Use a template or history
Conference information(Timezone:Asia/Tokyo)

& MeetingPlaza v

x
I Register from CSYV file

CSViile C:\csv_data\name_book_yoyaku.cs Browse..

File Encoding

Add participants

« C8V values
Note: Make sure that number of commas in a lineis 2.

= Name
= E-mail address 1
= E-mail address 2

+ Example)
© Userl,samplel G com
= User2 sample3{@example com,

u + Invalid format Ime is skipped.

Chair MeetingPlaza meetingplaza@example.com + O

CSV file contents are added into participant list.
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User
Directory Import CSV (Max 10 users)
Name E-mail address Privilege Recordable Delete
Chair MeetingPlaza meetingplaza@example.com v O (—|
2 MeetingPlaza A meetingplaza-a@example.com (| O —]
3 MeetingPlaza B meetingplaza-b@example com O O =
4 MeetingPlaza C meetingplaza-c@example.com [l O =
5 + O O =

Inside the CSV file, for each row, starting from left, use "," (comma) to separate following
fields.
Name
E-mail Address 1
E-mail Address 2
The number of comma is two.
Example) Userl,samplel @example.com,sample2@example.com
(While there is an email address 2)
User2,sample3@example.com,

(While there is no email address 2)

8-3-4 Reuse of a conference

Past reservation information is stored in the database of conference administrator system.
Administrator may check past reservation info at any time. Furthermore, administrator may apply

previous reservation information (reuse) on a new conference.

1. Log into the conference scheduler and look at the calendar screen showing past reservation.
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e mp DO~ & & | |me| Reservation & Eate

heel:ingplnzci“ Portal Adhoc Rooms Scheduler Others & MeetingPlaza =

Reservation & Eate Templates Directory

Meeting rooms of reservation type.

m < Mar[v]| = 2016]v] >

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 &
6 7 8 9 10 11 12
13 14 15 16 17 18 19
10:00 - 11:00 (4)

Web meeting

20 21 22 23 _2_4' zﬂ EI

2. When the meeting is clicked the information is displayed. Click <Reuse this> to reuse the

meeting information.

e e £ = & || me| Confirm
heetingplnzci’ Portal Adhoc Rooms ~ Scheduler Others & MeetingPlaza ~
| confirm
User » show log
Name E-mail address administrator Recordable Telephone login number
Chair MeetingPlaza meetingplaza@example.com o] 11111111
2
(UseriD ) MeetingPlaza A meetingplaza-a@example.com 22222222
Number of Guest Account 2
Message
Reference Material
File File size (KB)
*not upload file
Reuse this
Back
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3. Apply previous reservation information on a new conference.

— O X

heetingplnzci“ Portal Adhoc Rooms  Scheduler Others

& MeetingPlaza v
| Reservation

Conference information(Timezone:Asia/Tokyo)

Subject Web meeting Maximum characters: 100

Meeting time 42512016 0[] o0 [v] - 4252018 1[v] 0 [v]
“You can login conference before 30 minutes

Naotification
Just after reserve & before 20 from the starting time

Voice quality : excellent

Option settin . - -
! i g Meeting room design : [ GBI TG 1] Voice meeting [ Standard ]

Region: [ Japan

User
Directory Import CSV (Max 10 users) EELLEE LTS
Name E-mail address Privilege Recordable Delete
Chair MeetingPlaza meetingplaza@example.com + v O -]
2 5 5
(UseriD) MeetingPlaza A meetingplaza-a@example.com O O -]
3 + O O =

8-3-5 Templates

This feature allows user to do simplify reservation process occurs regularly. By utilizing this

feature, user saves time on reservation the same as <Reuse This> feature does.

F  Template registration

® Choose < Scheduler> - <Templates>.
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O =

LD~-ac @ Reservation & Eate

hggtingphzd‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza =
Reservation & Eate | Templates | Directory
IMeeting rooms of reservation type.
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
10:00 - 11:00 (4)
Web meeting
20 21 22 23 24 25 26
21 £ ) EL] El
® A Template screen is displayed. Click <Registration>.
- O
e mel O~ & || [me| Templates A

'n‘lcetingplnzci’ Portal Adhoc Rooms

Reservation & Eate Templates Directory

You can register template for meeting room.

Registration

There is not Template.

Scheduler

Others

& MeetingPlaza ~
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® A conference reservation template registration screen is displayed. <Template Name> is a

required item. Other items are much the same as conference reservation. Please fill out required.

e i 2 - & || [me] Creste a template e @

heetingplnm‘ Portal Adhoc Rooms  Scheduler Others & MeetingPlaza ~

| Create a template

Template name
Conference information(Timezone:Asia/Tokyo)

Subject Enter a Subject Maximum characters: 100

Meeting time 10 0 - 60 minutes later from the starting time

*You can login conference before 30 minutes

1st notification
® just after reserve

Notification Clav]: o

2nd notification : before 20 minutes from the starting time

Voice quality : excellent

Option settin } . . . .
l:gl Meeting room design : [l GG I TeTetaly 1 Voice meeting [ Standard ]

Region: [ Japan

User
Directory Import CSV (Max 10 users) QELLIEEG A E
Name E-mail address Privilege Recordable Delete
Chair MeetingPlaza meetingplaza@example.com + v O IE‘
2 + O | =

Number of Guest Account 3 *The Guest Account is used by invitation of meeting

Enter a Meassage

Message

Maximum characters: 1000

Back to the schedule

E Modify and Delete a template
1. Log into the conference scheduler and click on the template option in the upper part of the

screen.
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e [P O~ & || |me Ternplates 77 §

heetingplnzci“ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v

Reservation & Eate | Templates | Directory

You can register template for meeting room.

Registration

Conference Time  10:00 - 11:00
[] Web Conference Participants MeetingPlaza, MeetingPlaza A, MeetingPlaza B

Repeat Settings Registration

Select All Select Clear Delete Selected Template

2. Choose Modify or Delete.

e e 2 - & || e Confirm T2

heetingplnzci‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza »

| Confirm

Template name  Web Conference

Conference information (Timezone:Asia/Tokyo)

Subject Web Conference

Meeting time 10:00 - 11:00

1st notification : just after reserve

BT 2nd notification : before 20 minutes from the starting time

Voice quality : excellent

Option setting Meeting room design : Standard
Region : Japan

User
Name E-mail address administrator Recordable
Chair MeetingPlaza meetingplaza@example.com O
(2U58r D) MeetingPlaza A meetingplaza-a@example.com
?User D) MeetingPlaza B meetingplaza-b@example.com

Number of Guest Account 3

Message

Modify Delete

Back

(1) Click <Modify>

After the temporary login screen as previously displayed, you may either edit or re-login.
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(2) Click <Delete>

Display the confirmation screen, Click to delete the data.

8-3-6 Repeat

By using saved template, user may choose to repeatedly schedule the same meetings weekly or
monthly.

1. Choose conference link that shows <Repeat Settings> from the template.

e [P 2~ & || mel Templates

heetingpln:ci‘ Portal Adhoc Rooms Scheduler Others

& MeetingPlaza »

Reservation & Eate Templates Directory

ou can register template for meeting room.

Registration

Conference Time 10:00 - 11:00

[1 Web Conference Participants  MeetingPlaza, MeetingPlaza A, MeetingPlaza B

Repeat Settings Registration

Select All Select Clear Delete Selected Template

2. A setting screen for repeated reservation is displayed. Choose <Repeat Settings> - <USE>,

then choose the date(s) or time(s) that future conferences will be held on to proceed.

- [m| x
eo [oF] 2~ & | [mel Templates i @

heetingplnzd‘ Portal Adhoc Rooms Scheduler Others

& MeetingPlaza =

I Reservation repeat settings & Apply status

Title of current template  Web Conference

Repeat Settings

U Nonuse

Mon Tue Wed Thu Fri Sat sun

Weekly Repeat M = M = M L =

notify  3[wv| days before

¥ -M | -M

Monthly Repeat
notify 7 [v] days before

v
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After clicking , the content in Repeat Settings page is displayed.

e me O-C | Templates

heetingplqzci’ Portal Adhoc Rooms  Scheduler Others & MeetingPlaza ~

Reservation & Eate Templates Directory

You can register template for meating room.

Registration

Conference Time 10:00 - 11:00
[0 Wweb Conference Participants MeetingPlaza, MeetingPlaza A, MeetingPlaza B

Repeat Settings Mon, Wed, Fri : notify3days before

Select All Select Clear Delete Selected Template

Timing in which the template is reflected in an actual conference reservation is either 0:00 on

the day when "Notify before the day of X" is done or 6:00 or 12:00 or 18:00.

When reflecting it, the confirmation mail of the conference reservation is transmitted to the

organizer and the conference room manager.

"Notification date" is set in the time of 20 minutes adding automatically at that time, and the

mail of the conference guide is transmitted to the participant at the time.

The reflection is done before a day of N day when the convenience at the registration date of

the reservation is not useful for the reflection before the day of N repeatedly.
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8-3-7 Directory

By saving participants' names and email addresses in advance, a handy feature allows the user to
select or paste from directory when creating participant list. This feature saves time for conference

host when the same participant(s) attend the conferences repeatedly.

There are two types of directories.
E Common directory

F Keyword type directory

Common directory includes registered users, and participants added to the directory.

e me L~ & || |mel Directory

'meetingplcnzd‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza

Reservation & Eate ~ Templates | Directory

You can register meeting members information.

Search Target:  Name 2 [] Perfect Malching ~ SEARCH /] Show User
Al ABC DEF GHI JKL MNO PORS Tuv WXYZ
11
Name Organization E-mail address Note
MeetingPlaza A MeetingPlaza meetingplaza-a@example.com
MeetingPlaza B meetingplaza meetingplaza-b@example.com

171

Keyword type directory allows keyword entry at user registration. A user may select participants

for a conference by typing keyword.

e me L~ & || |mel Directory

'meetingphggf Portal Adhoc Rooms Scheduler Others & MeetingPlaza

Reservation & Eate  Templates | Directory

“You can regisier meeting members information.

Search Target: Name [v| [ ] Perfect Matching ~ SEARCH ] Show User
Keyword: 1 Notspecifyv| 2 Notspecifyv| 3 Notspecify|v|  Furigana (not used in English Mode. Please set blank ). Not specify|w|

11

Name Organization E-mail address Note
MeetingPlaza B meetingplaza meetingplaza-b@example.com
MeetingPlaza A MeetingPlaza meetingplaza-a@example.com

11

To switch between two directories, choose <Others> - < My settings >.
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8-3-8 Register directory (common type)

1. Choose <Scheduler> - <Directory>.

e me L ~ @ & || |me] Reservation & Eate

& MeetingPlaza »

'meel:ingplcnzci“ Portal Adhoc Rooms Scheduler Others

Reservation & Eate Templates

Meeting rooms of reservation type.

m < Mar[v] = 2016[v| >

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 &
6 7 8 9 10 11 12
13 14 15 16 17 18 19
10:00 - 11:00 (4)

Web meeting

20 21 22 23 _2_4' Eﬂ EI

2. Saved directory is displayed.

e i £ - & || |me| Directory

Adhoc Rooms  Scheduler Others

& MeetingPlaza v

*meetingploza  Portal

Reservation & Eate ~ Templates | Directory

‘You can register meeting members information.

Search Target:| Name [ ] Perfect Matching ~ SEARCH [7] Show User
All ABC DEF GHI JKL MNO PQRS TUvV WXYZ
11
Name Organization E-mail address Note
MeetingPlaza A MeetingPlaza meetingplaza-a@example.com
MeetingPlaza B meetingplaza meetingplaza-b@example.com
171
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4.

Click <New entry>. A new directory entry screen is displayed.

pr-c

me| New entry

Portal Adhoc Rooms Scheduler Others

*neetingplaza’

| New entry

Name (required)

Organization

E-mail address (required)

Note

& MeetingPlaza v

w3

Enter directory data. <Name> and <E-mail Address> are required items. The rest of items are

optional.

<Organization> and <Note> are not searchable, if necessary you can enter some information.

The input for the new registration is confirmed.

p-c

™| Please confirm the input

Portal Adhoc Rooms Scheduler Others

*neetingplaza’

I Please confirm the input

Name  MeetingPlaza C
Organization
E-mail address  meetingplaza-c@example.com

Note

& MeetingPlaza =

=

Once all the information is inputted click on the registration

change the entry click [Back] and make any corrections necessary.
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8-3-9 Import / Export of address book

Participant's name and E-mail address can be placed in the directory, this directory can be used
during the reservation process.

User may enter the address book via CSV file.

F Import
1. Click [Directory], and click [Import / Export].

G me £ - & || el Directory wE e

heetingphzd Portal Adhoc Rooms  Scheduler Others & MeetingPlaza v
Reservation & Eate ~ Templates Directory
You can register meeting members information.
Search Target:  Name [v] [ ] Perfect Matching ~ SEARCH /] Show User
Al ABC DEF GHI JKL MNO PQRS TUV WXYZ
1/1
Name Organization E-mail address Note
MeetingPlaza A MeetingPlaza meetingplaza-a@example.com
MeetingPlaza B meetingplaza meetingplaza-b@example.com
MeetingPlaza C meetingplaza-c@example.com
171

2. Click [Browse] of CSV file.
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e lE‘ P~ @Importhxport

heetingplnzci‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza »

| Import/Export

Register from CSV file

*%ou can import 50 line of csv at a time.

File Encoeding Shift J|S

Download CSV file

File Encoding | g0 JS]

Back

+« CSVvalues
Note: Don't remove comma even if the value is not required.

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

Mame (required)

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

Organization

E-mail address 1 (required)

E-mail address 2

Note

+ Example)
= A User1,Section1,sample1@example.com,sample2@example.com,memo
= D,User2, Seclion2, sample3@example.com,,

« Ifname and e-mail1 is same in both accout, those are same accounts.

+ |f same account is already registered, the line in CSV file is skipped.

a a4 a a a a1 a

To choose a file to upload.
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4.

S.

(2 Choose File to Upload

< v » This PC » Windows 8US (C:) » csv_data

Organise = MNew folder

#F Quick access Mame

£:=] name_book_add.csv

f@ OneDrive

B=) name_book_usercsv
[ This PC -] name_book_yoyaku.csw
¥ Network

4 Hemegroup

<

N J) Search csv_data yel

==~ [ @

File name:

v| Al Files (+%) v

Choose a file and click [Open].

& Choose File to Upload

“- v A » ThisPC » Windows 8US(C:) » csv_data

Organise MNew folder

7+ Quick access Name

I D name_book_add.csv I

#@ OneDrive

B:| name_book_user.csy
[ This PC =] name_book_yoyaku.csv
¥ Network

*§ Homegroup

<

v | D Search csv_data el

File name: | name_book_add.csv

v| Al Files () v

| | Cancel

Your uploaded CSV file is displayed at [CSV files]. Click [Confirm].
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e me P = & || [me| Import/Export

heel:ingplnzci“ Portal Adhoc Rooms Scheduler Others & MeetingPlaza »

| Import/Export

Register from CSV file

CsVfile  Cicsv data\name book addcsv | Browse. .
*%ou can import 50 line of csv at a time.

File Encoding | g ns[]

Download CSV file

File Encoding | .o yS]

Back

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

@ i O~ & || |mel Import/Export

'meel:ingplnzci" Portal Adhoc Rooms Scheduler Others & MeetingPlaza »

| Import/Export

Account to be added.
Line 1: MeetingFlazaB, meetingplaza-b@example.com
Line 2: MeetingPlazaC, meetingplaza-c@example.com
Account to be updated.

Account to be deleted.
Line to be skipped.
Error line.

v 3

7. A completed screen is displayed.

| Import/Export

Registered accounts.
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Click [OK] to go back to the address book screen to check what have been entered.

e mg PO~ || Directory

heetingplnzo’ Portal Adhoc Rooms Scheduler Others & MeetingPlaza »
Reservation & Eate Templates Directory
You can register meeting members information.
Search Target:  Name ﬂ D Perfect Matching =~ SEARCH IZ| Show User
Al ABC DEF GHI JKL MNO PQRS TuvV WXYZ
111
Name Organization E-mail address Note
MeetingPlaza A MeetingPlaza meetingplaza-a@example.com
MeetingPlaza B meetingplaza meetingplaza-b@example.com
MeetingPlazaB MP meetingplaza-b@example.com
MeetingPlazaC MP meetingplaza-c@example.com
111

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,,Section1,samplel@example.com,sample2@example.com,memol

D,User2,,Section2,sample3@example.com,,
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F Export

1.

Click [Directory], and click [Import / Export].

heetingplnzci’ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v

Reservation & Eate Templates Directory

‘You can register meeting members information.

Search Target: Name [ ] Perfect Matching ~ SEARCH /] show User
Al ABC DEF GHI JKL MNO PQORS TUV WXYZ
171
Name Organization E-mail address Note
MeetingPlaza A MeetingPlaza meetingplaza-a@example.com
MeetingPlaza B meetingplaza meetingplaza-b@example.com
MeetingPlaza C meetingplaza-c@example.com
171

Click [Download CSYV file], and click [Download].

e = £ = & || mel Import/Export

Portal Adhoc Rooms  Scheduler Others & MeetingPlaza ~

| Import/Export

Register from CSV file

C3V file Browse...

*¥ou can import 50 line of csv at a time.

File Encoding |jrc o

Download CSV file

File Encoding | rc o

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

save to a designated folder.

- O Pad

me |mport/Export

ﬁneetingplozo‘“ Portal Adhoc Rooms Scheduler Others

& MeetingPlaza «

| Import/Export

Register from CSV file

C3V file

Browse...
**ou can import 50 line of csv at a time.
File Encoding Shiﬂ_JISﬂ
Download CSV file
File Encoding

shift_JIS|v|

Back

Do you want to open or save Address.csv (94 bytes) from ooocemee tingplaza.com 7

Open Save - Cancel

8-3-10 Register directory (keyword type directory)

If a large amount of data is registered because the address book that has been explained up to now
doesn't have the layered structure, the retrieval becomes inconvenient. For that case, if "Key word

type address book" explains in the following is used, it becomes convenient.

To use a keyword type directory, Click <Others> - [My settings]. Put the checkbox [ of [Use
keyword type] on [¥].
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e [oF) O = & | [mel My settings 5 8% {

%eetingplnzd’ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v

User ID Settings ~ Announcementto user  Usage  Advanced Settings | My settings

You can change manager information

Manager id MeetingPlaza

Room manager name MeetingPlaza
Organization
E-mail meetingplaza@example.com
Phone
Facsimile

Timezone Asia Tokyo

Current password

New password
Password

New password (retype)
A password must be at least 8 characters.
Telephone/n.323 Enable telephone login [ Enable h.323 system login

User limited mode [

Use a email as a login ID Use a email as a login 1D for ID login.

Directory type | [l Use keyword type

I 1 don't want to receive confirmation and invitation
E-mail control ] Add administorator to a Cc in an email in the case of reservation by UseriD.
[J Don't use email alias in from address.

Pre-uploading  ® enabled O disabled

The following is how to register a keyword type directory.

1. Choose < Scheduler> - <Directory>.
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e mg O~ & & | |me| Reservation & Eate

Others & MeetingPlaza v

hcel:ingplcnzci“ Portal Adhoc Rooms Scheduler

Reservation & Eate Templates

Meeting rooms of reservation type.

m < Mar[v]| = 2016]v] >

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 &
6 7 8 9 10 11 12
13 14 15 16 17 18 19
10:00 - 11:00 (4)

Web meeting

20 21 22 23 _2_4' zﬂ EI

2. Saved directory is displayed.

a mp P~0| |me Directory

heetingplnzn‘ Portal Adhoc Rooms Scheduler Others

& MeetingPlaza =

Reservation & Eate Templates Directory

*ou can register meeting members information.

Import/Export

Search Target: Name [ ] Perfect Matching ~ SEARCH [ ] show User

Keyword : 1 Net specify 2 Not specify 3 Notspecify
171

Furigana (not used in English Mode. Please set blank.): Mot specify

Name Organization E-mail address Note

No record found.
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Click <New entry>. A new directory entry screen is displayed.

e me! £ = & || me| New entry i@

'meetingplmci’ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v

I New entry

Name (required)
Organization
Keyword 1
Keyword 2

Keyword 3

E-mail address (required)

Mote

=l

Enter directory data. <Name> and <E-mail Address> are required items. The rest of items are

optional.
<Organization> and <Note> are not searchable, if necessary you can enter some information.

Enter [Keyword 1], [Keyword 2], [Keyword 3].
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The input for the new registration is confirmed.

Click on entry screen. Check all data that have been entered. The following
confirmation page is displayed. An error message will display if there is a mistake.

< e = P ~ C || [me| Please confirm the input wi@®

y Portal Adhoc Rooms Scheduler Others & MeetingPlaza

| Please confirm the input

Name  MeetingPlaza B
Organization  MP
E-mail address  meetingplaza-b@example.com
Keyword 1 Audio
Keyword 2 Video
Keyword 3  Share

Mote

v 3

Once all the information is inputted click on the registration screen. If you need to
change the entry click “back” and make any corrections necessary.
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"Key word 1" etc. input on this screen become menus when the address book is retrieved.

= e
=3 e
. .- -~ - L
= e - - = . o S
i = P E e e 12 -
]
. FE— [r—— —
e e irpaee =
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e e | o s = —_ s = ren e b
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1 e =

O s i v
[ P e e =

For uers purchased our system package, keyword typed address book is unable to import

from CSV file.
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8-3-11 Change/Delete a directory (common type/keyword type)

1. Choose < Scheduler> - <Directory>.

e me L ~ @ & || |me] Reservation & Eate

& MeetingPlaza »

'meel:ingplcnzci“ Portal Adhoc Rooms Scheduler Others

Reservation & Eate Templates

Meeting rooms of reservation type.

m < Mar[v] = 2016[v| >

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 &
6 7 8 9 10 11 12
13 14 15 16 17 18 19
10:00 - 11:00 (4)
Web meeting

20 21 22 23 _2_4' Eﬂ EI

2 E £ E £l

2. Choose data that needs to be changed or deleted.

e me L - & || me| Directory g

& MeetingPlaza

h@etingphzq’ Portal Adhoc Rooms  Scheduler Others

Reservation & Eate Templates Directory

You can register meeting members information.

Search Target: Name D Perfect Matching SEARCH D Show User
Al ABC DEF GHI JKL MNO PQRS Tuv WXYZ
11
Name Organization E-mail address Note
MP meetingplaza-b@example com
MeetingPlazaC MP meetingplaza-c@example.com
11
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3. Click on the entry that needs to be changed. Click on modify to make changes or click on

delete to remove the entry.

e a O = & || [me| Please confirm the input 38 @

ﬁ'neetingplnzci‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza »

| Please confirm the input

Name  MeetingPlaza B
Organization MP
E-mail address  meetingplaza-b@example.com

Note

Back Modify Delete

(1) Click <Modify>
Display the previous address book (logged in) screen, please edit or re-login
(2) Click <Delete>

Display the confirmation screen, Click to delete the data.

8-3-12 Holding a conference immediately

Select the calendar at the top left of the screen [Start now] or click in the conference information
input screen select "Start" to the [Start now] the meeting will begin immediately.
(Calendar)

haetingplnzci‘ Portal Adhoc Rooms Scheduler Others

Reservation & Eate = Templates  Directory

Meeting rooms of reservation type.

m < Mar[v| = 2016[v] >

Sun Mon Tue Wed Thu

(Conference information)

212



hg@tingp|n:ﬁ“ Portal Adhoc Rooms Scheduler Others

| Reservation

Use a template or history

Conference information(Timezone:Asia/Tokyo)

Subject Enter a Subject

Meeting time now |- | 60 minutes later from the starting time

8-3-13 Congestion Level

At menu < Congestion Level >, you may verify the connection quantity of servers.

e mg £ = & | |me| Reservation & Eate

%eetingplnzd‘ Portal Adhoc Rooms ~Scheduler Others & MeetingPlaza =

Reservation & Eate Templates Directory

Meeting rooms of reservation type.

< Jun 2016[v| > Congestion level

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4
16:20 - 17:30 (5)Web
Conference
3 s 1 ) 2 1) 1
1) 13 ) 19 19 ) 19
1) £l 2 2 EE] EZ] EZ]
ED 2 £l ) )
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e me 0O - & | [me Congestion level e @

heetingplnz:i‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza ~

Reservation & Eate Templates Directory

Meeting rooms of reservation type.
< Jun v| | 2016[v| > Calendar mode

Current Timezone: Asia/Tokyo Simultaneous login license: 64
hour
0 1 2 3 4 D) ] T 8 9 |10 11|12 |13 |14 |15 |16 |17 | 18 (19 |20 21 |22 | 23
1 \Wed # 6 6
-
16:20 - 17:30 (5)Web Conference
-,

10:00 - 11:00 {2)Web Conference

Date & Reservation

2 | Thu

3 | Fr

4 sat ¥
0 1|2|3|a|5|6|7 |80 101112131415 1617 18|19 2021|2223
Sun

5

6 Mon
7 | Tue |/
& |Wed
9 |Thu
10 | Fri |/
11 | Sat |/

A AR ERERRY

0 1|2 (3|4 |5 |6 (7|8 |9 10 1112|143 |14 15|16 |17 | 18|19 |20 | 21 | 22| 23

19 19 10§83

12 Sun |/
13 Mon
14 | Tue |/

AR RY

15 |Wed|/

LY

16 | Thu |/
11:00 - 12:00 (7)o= meeting

17 | Fri | # 3

18 sat @

The number in the frame shows the number of concurrent connections in this time scale. The color
shows the volume of bookings taken place.
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.
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)| = P-c ” Congestion level x| ‘

‘meetingpng" Portal  Adhoc Rooms — Scheduler Others & MeetingPlaza +

Reservation & Eate ~ Templates  Directory

Meeting rooms of reservation type.

< Jun 2016v| > Calendar mode
Current Timezone: Asia/Tokyo i login license: 64
Date & Reservation o[1[z[3[4]s5[6][7[e[a10 11mu:2 1314 [15[ 16 [17 |18 |19 [20] 21 [22] 23
1 Wed # & 6
’
2 |Th 16:20 - 17:30 (5)Web Conference 9 4
’
3 11000 - 11:00 (21Web Conference 2 5 5
4 |sa @
o123 4 5|6 |7 89|10 11|12[13]14 1516 17|18 19 20]21|22]|23
5 Sun _‘
6 |Mon # 4 4
7 | Tue # 5 5
8 |wed #
9 |Thu #
10 | Fi & 5 5
1 sa @

12 |sun ¥

13 |Mon| # 19 19 19-
14 |Tue #

15 |wed| # 2 73

16 [Thu &

- 2 7 5 5
11:00 - 12:00 (7)o meeting
17 | Fri | # k!

18  sat @

s-c ” Congestion level x | ‘

.fneetingpk.z:f Portal  Adhoc R Scheduler Others & MeetingPlaza ~

Reservation & Eate Templates Directory
Meeting rooms of reservation type.

> Calendar mode

Current Timezone: Asia/Tokyo i login license: 64
hour
0 1|2 (3|4 |5|6 7|8 |9 (1 1112|113 |14 15|16 17|18 19|20 | 21 (22|23
1 |wed # 6 6
-,
v 16:20 - 17:30 (5)Web Conference
-,
10:00 - 11:00 (2)Web Conference
4 |sa @

Date & Reservation

@ o =~ oo
g
@

z
A A A RARARRY

12 | Sun
13 |Mon
14 | Tue
15 |Wed
16 | Thu

19 19 19-

A AR R

11:00 - 12:00 (7)o meeting
17 [ Fi | # 1
18  sat @
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8-4 Reference Material

Before the conference starts, user may upload files that will be shared in the conference to
server in advance, from either an Adhoc room or a reserved conference room.

The up-loaded file recommends the "VPI" form.
There is the following advantages when the VPI file is used.

1) Itis possible to inspect it paging while even delivering material.
2) Itis possible to refer on the hoped page.

Below, are restrictions applied to each room administrator.
The upper bound of the size of the file is 256MB a file.

12 is the maximum number of files that can be uploaded at once.
A total of 30 total files can be uploaded.

A prior update can be done at any time while holding the conference.

Attention:

Only administrator can share the file that has been uploaded in advance.

8-4-1 Steps on how to upload files from Adhoc room

1. Locate the conference room that you want to upload files to, and click [upload file].

e mp. P~ & ||me] Room Settings

heetingplozci’ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v

Room Settings Entrance URL Setlings Log

You can add/edit/delete Adhoc rooms.

Number of Users

No. Name of the room Current / Max

Manager Message

1 Conference 1 0/10 upload file Update Delete Log i ]
2 Conference 2 0/10 upload file Update Delete Log i ]
3 Conference 3 0/10 upload file Update Delete Log i ]
4 Conference 4 075 upload file Update Delete Log i ]
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Click "Browse".

e i

P ~ ¢ || [me| Reference Material

%eetingplnzci’ Portal Adhoc Rooms Scheduler Others

| Reference Material : Conference 1

& MeetingPlaza =

Upload
We recommend that you choose the file which has the extension “vpi”
made of MeetingPlaza Virtual Printer for uploading.
[ set up utility start time 4/25/2016 16 v/|:[35 v ) ) )
Choosing the *.vpi file has following advantages.
il i v i35 v
L et up utiity end time | 4/25/2016 i3 g + They can see the pages while the distribution has been on-
going.
oK you select file + They can jump directory to the page you want.
The size of file is permissible up to 256 MB respectively.
512MB
512MB FREE
upload file list
*not upload file
MOVE TO MEETING LIST
The dialogue box for selecting files to upload is displayed.
(& Choose File to Upload *
« S » This PC » Windows (C:) » Data Search Data el
Organise ¥ New folder ==~ [ @
#F Quick access Mame
7@ OneDrive B Bxcel xls
@) MeetingPlaza.vpi
[ This PC Q)| MeetingPlazalvpi
H Movie AVI
¥ Network & Mowe
- E] Picturejpeg
4 Hemegroup PowerPoint.ppt
B testlvpi
{5 WebMeeting.ppix
W Werd.doc
File name: ~| [ AFites ) v

Material to which prior is updated is selected, and "Open" is clicked.
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(& Choose File to Upload *

« S » This PC » Windows (Z) » Data N J) Search Data el
Organise ¥ New folder ==~ [ @
7 Quick access Name
7 Excelxl
f@ OneDrive ] Excelds
Q)| MeetingPlaza.vpi
E This PC @) MeetingPlazal.vpi
|| Movie.AVI
¥ MNetwork — .
- E] Picturejpeg
g Homegroup I PowerPoint.ppt I

Q| testlvpi
{5] WebMeeting.pptx
Wi Word.doc

File narme: | PowerPoint.ppt ~ | | All Files (**) -

Cancel

Selected file is displayed in Reference Material 4.

- ]
e i 0O ~ & | [me Reference Material ki

ﬁneetingplnzci‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza =

| Reference Material : Conference 1

Upload
| C:\Data\PowerPoint.ppt Browse... We recommend that you choose the file which has the extension "vpi"
made of MeetingPlaza Virtual Printer for uploading
[[J set up utility start time |4/25/2016 16 v|:[35 v _ _ _
Choosing the *.vpi file has following advantages.
[ set up utility end time |4/25/2016 16 V| :[35 v

+ They can see the pages while the distribution has been on-
going.

+ They can jump directory fo the page you want.
The size of file is permissible up to 256 MB respectively.

512ME
512MB FREE

upload file list

*not uplead file

MOVE TO MEETING LIST

To add a start time or end time, choose [set up utility start time], [set up utility end time] and

set up date and time.
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™| Reference Material

@ = --
Others & MeetingPlaza v

*mectingplaza’

Portal Adhoc Rooms Scheduler

I Reference Material : Conference 1

Upload
‘We recommend that you choose the file which has the extension "vpi”
made of MeetingPlaza Virtual Printer for uploading

The size of file is permissible up to 256 MB respectively.
512ME
512MB FEEE

C:\Data\PowerPoint.ppt | Browse...
set up utilty start time |4/25/2016 [16 v] [35 v] ] ) ]
Choosing the *.vpi file has following advantages.
set up ufility end time |4i25{2016 Iﬂ—vl . IM * They can see ihe pages while the disiribution has been on-
. %ﬁ:yg-can jump directory fo the page you want.

upload file list

*not upload file

MOVE TO MEETING LIST

7. "OK"is clicked.

m¢ Reference Material

e - = o'
Others & MeetingPlaza

%ncetingplaza’

Portal Adhoc Rooms Scheduler

| Reference Material : Conference 1

Upload
We recommend that you choose the file which has the extension “vpi”

C:\Data\PowerPoint.ppt = Browse. .
made of MeetingPlaza Virtual Printer for uploading

set up utility start time ‘44’25!2016 [16 v]:[35 v| _ _ )
Choosing the *.vpi file has following advantages.
ili i 4/25/2016 17 W |:|35 v
M set up utility end fime ‘ | | | | + They can see the pages while the distribution has been on-
going.

+ They can jump directory to the page you want.

The size of file is permissible up to 256 MB respectively.
512ME
512MB FREE

upload file list

*not upload file

MOVE TO MEETING LIST

8. Uploaded file is displayed in the Reference Material page.

8-4-2 Steps on how to upload files from reserved conference room

User may also upload a file to a reversed conference room on the reservation confirmation page.
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e me £ - @ C | | Confim )
'meelingplnzci‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza »
| confirm
User » show log
Name E-mail address administrator Recordable Telephone login number
Chair MeetingPlaza meetingplaza@example.com 0 03130480
{ZUS eriD) MeetingPlaza B meetingplaza-b@example.com 04525805
?Us eriD) MeetingPlaza A meetingplaza-a@example.com 09887638
Number of Guest Account 3
Message
Reference Material ADD  Delete
File File size (KB)
*not upload file
Modify Reuse this Resend invitation mail Delete
Back

Below, are how to upload a file for a reserved conference room.

1. The reserved conference is clicked.

e i O~ @ & || me| Reservation & Eate L

& MeetingPlaza »

hcel:ingplcnzci“ Portal Adhoc Rooms Scheduler Others

Reservation & Eate Templates Directory

Meeting rooms of reservation type.

m < Mar[v]| = 2016]v] >

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 &
6 7 8 9 10 11 12
13 14 15 16 17 18 19

10:00 - 11:00 (4)
Web meeting

20 21 22 23 _2_4' zﬂ EI
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"Add" of the conference material is clicked.

- m] =
e me £~ & ¢ | e Confirm w5 @
ﬁnaetingplnzci‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v
| confirm
User * show log
Name E-mail address administrator Recordable Telephone login number
Chair MeetingPlaza meetingplaza@example.com 0 03130480
2 " .
(UseriD) MeetingPlaza B meetingplaza-b@example.com 04525805
3 " .
(UseriD) MeetingPlaza A meetingplaza-a@example.com 09887638
Number of Guest Account 3
Message
Reference Material ADD | Delete
File File size (KB)
*not upload file
Modify Reuse this Resend invitation mail Delete
Back
: " "
Click "Browse".
- O

e me £~ & ¢ || el Reference Material 73§

h@etingpmzn‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza »

| Reference Material

We recommend that you choose the file which has the extension "vpi" made of MeetingPlaza Virtual Printer for uploading
Choosing the * vpi file has following advantages.

* They can see the pages while the distribution has been on-going.
* They can jump directory to the page you want.

The size of file is permissible up to 256 MB respectively.

512MB
511MB FREE

m Delete

MOVE TO CONFIRM

The dialogue box for selecting files to upload is displayed.
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(2 Choose File to Upload X

« S » This PC » Windows (C:) » Data N J) Search Data el
Organise ¥ New folder ==~ [ @
~
7 Quick access Name
f@ OneDrive B Excelds
@) MeetingPlaza.vpi
= This PC @) MeetingPlazal.vpi
B Movie. AVI
¥ Network =
|&| Picturejpeg
4 Hemegroup PowerPoint.ppt

Q) testlvpi
{5 WebMeeting.ppix
W5 Word.doc

File name: v| Al Files (+%) v

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

(2 Choose File to Upload X
« S » This PC » Windows (Z) » Data N J) Search Data el
Organise ¥ New folder ==~ [ @
7 Quick access Name
7| Excel.xl
¢@ OneDrive = ce.xs .
@) MeetingPlaza.vpi
= This PC @) MeetingPlazal.vpi
E| Movie. AV
¥ Network — .
|&| Picturejpeg
g Homegroup I PowerPoint.ppt I

Q) testl.vpi
{5] WebMeeting.pptx
Wi Word.doc

File narme: | PowerPoint.ppt ~ | | All Files (**) -

Cancel

The selected material is displayed in the conference material.
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e mp P~ @ € | |me| Reference Material

'maetingplnzci‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v

| Reference Material

We recommend that you choose the file which has the extension "vpi” made of MeetingPlaza Virtual Printer for uploading
Choaosing the *.vpi file has following advantages.

+ They can see the pages while the distribution has been on-going.
+ They can jump directory to the page you want.

The size of file is permissible up to 256 MB respectively.

C:\Data\PowerPoint.ppt Browse...

Browse...
m Delete

MOVE TO CONFIRM

If you upload multiple files, click Browse, and then repeat steps 6-3 until you can select the

next file

7. "OK"is clicked.

e mp P~ @ € | |me| Reference Material

'maetingplnzci‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v

| Reference Material

We recommend that you choose the file which has the extension "vpi” made of MeetingPlaza Virtual Printer for uploading
Choaosing the *.vpi file has following advantages.

+ They can see the pages while the distribution has been on-going.
+ They can jump directory to the page you want.

The size of file is permissible up to 256 MB respectively.

C:\Data\PowerPoint.ppt Browse...

Browse...
DE IEtE

MOVE TO CONFIRM

8. It returns to the confirmation screen of the content of registration.
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e e O~ @& & | |me| Reference Material w7

ﬁ'neetingplnzci‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v

| Reference Material

We recommend that you choose the file which has the extension "vpi" made of MeetingPlaza Virtual Printer for uploading
Choosing the * vpi file has following advantages.

* They can see the pages while the distribution has been on-going
* They can jump directory to the page you want.

The size of file is permissible up to 256 MB respectively.
510MB FREE sizmm

File File size (KB)
[[1 PowerPoint.ppt 608

Browse...

n Delete

MOVE TO CONFIRM
8-4-3 Procedure for sharing file that up-loads prior
1. "File sharing" is clicked.
2.  "Preuploaded files" is clicked.
& Open X
Look in: | Data j L] EF Ed-
* Mame -
Quick =g Excel..xls
= Meeting.png
- Q|| MeetingPlaza.vpi
Deskiop ~%| MeetingPlazal.vpi
. =] Movie. AV
' | @ Picture.jpeg
Libraries PowerPoint.ppt
[‘ B test1.vpi
= 5] WebMeeting.pptx
LBRE Wiz Word.doc
Network
< >
File name: | ﬂ Open
Files of type: | &1 File Types(**) ~| Cancel
Whether the operation will be synchronized is depends on the file extension

3. The dialog that opens the file is displayed.

224



& Open X
Preuploaded files Fefresh
* Mame Size |
PowerPoint. ppt E0S KB
Quick access
Desktop
[
Libraries
This PC
Networlk
Open
Cancel
Whether the operation will be synchronized is depends on the file extension Local file
)

The file is selected, and "Open" is clicked.

& Open X
Preuploaded files Fefresh
* [ame Size |
EDBKE
Quick access

Desktop

',.._
L3

This PC

e

Networlk

Open
Cancel

Synchronization : YES (Exdension : ppt) Local file

aii
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8-5 Others

This chapter describes features of <Others>.

e me 2 - @ & [me| User ID Settings

h@etingphzq’ Portal Adhoc Rooms  Scheduler  Others & MeetingPlaza v

User ID Settings Announcement to user Usage Advanced Settings My settings

You can add/edit/delete user of ID Login.

User count / Limit 4 /100

authority level for reservation can only confirm existence or nonexistence of reservation Update

UserID NAME & Organization E-mail address Permission

MFCSQNJB MeetingPlaza A MeetingPlaza  meetingplaza-a@example.com —
GVRENMQE MeetingPlazaB  meetingplaza meetingplaza-b@example.com —
QFMCEVIN MeetingPlaza C meetingplaza-c@example.com —

CROMTIXR MeetingPlazaD meetingplaza-d@example.com ]

8-5-1 For registered users

Registered users are a type of users who are enrolled and authorized by conference room
administrator and may reserve and join a conference.

A conference room administrator is able to register, change, suspend or remove registered
users at this admin page.

A conference room administrator also decides the accessible levels of non-registered users,

such as what room settings can they see or what features they can make changes to.

There is a cap for maximum number of registered users. For ASP service subscribers, the
number of accounts is limited to 10 times the maximum of simultaneous login licenses per
entire system. For the system-sales customers, the number of registered user accounts is up
to 8 times of the maximum of simultaneous logins.

Example) For ASP service subscribers, if the maximum of simultaneous login licenses is

10, then the number of accounts is up to 100.
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8-5-2 User registration

1. Click < New entry > to open a user registration page.

Qo=

Portal

*neectingplaza

Adhoc Rooms

P-ac

me| User ID Settings

Scheduler Others & MeetingPlaza »

User ID Settings Announcement to user

You can add/edit/delete user of ID Login

User count / Limit

authority level for reservation

There is not TeamRoom user.

Usage Advanced Seltings My setlings

27100

can only confirm existence or nonexistence of reservation  Update

Import/Export

Open a user registration screen.

*meetingplaza’  Fortal A

c Rooms

[ User Registration

NAME (required)

E-mail address (required)

QOrganization
Language English
hange
Timezone
Asia
Portal
Scheduler
3 L [ Privilege
Login permission
L [ Recorganle

ecord Manager

Record ecord Viewer

Send direct login URL via email ]

liow all rooms
D select rooms

No Allow Rooms
Conference1
Conference2
Conference3

Allow Rooms Conferenced

Message to user

Scheduler

ollow the conference manager

Tokyo

Allow [Announcement] of Portal.

[ Permit to reserve in Conference Scheduler

p-c

me] User Registration

Others & MeetingPlaza v

(Maximum characters: 50)

Allow Rooms

o
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(1) Enter user registration information

Follow the order, enter information at < User Registration >

NAME (required) Enter user name.

E-mail address (required) Enter user email address.

Organization Enter user's organization

Language Choose display language when login to the conference room

TimeZone TimeZone option is enabled.

Portal Turn D(check box) to (ON) to display "Announcement

(Allow [Announcement] of | to user" and "Usage Information" on portal screen for all

Portal.) registered users.

Portal . Turn L] (check box) to (ON) to display "anonymous

(Allow [No specified mode] | reservation conference" on the portal screen and to allow

reservation.) entering the room for all registered users. Please turn on
this checkbox for a "anonymous reservation conference"
settings.

(* Only available when the setting of conference room
manager is set to "registered users only mode")

Scheduler Put the box ] <Permit to reserve in Conference Scheduler

> on , this user is authorized to reserve a meeting.

Login permission By checking on this option , an administrator, as same
(Privilege) rights as <Host> that can book a conference, is now allowed

to make special changes during the conference.

Login permission Check on the box L] of <Recordable> to record the

(Recordable) conference. You may authorize one or multiple user(s) that

are able to record the conference while is on.

Send direct login URL via Put [ < Send direct login URL via email > on , the

email URL will be saved in the Email.
Allow Rooms Choose from [allow all rooms] or [select rooms].
Message to user Enter message body here if you want to send a specific

message to the user at emailing meeting invitation.

(2) The input is confirmed and registration is completed.

The confirmation screen like figure below is displayed if the content of the data input to click

OK . . . . .
- on the user's registration screen is checked, and there is no problem. The error message is

displayed instead of the confirmation screen when there is a problem in the content.
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G =

Portal

*meetingplaza’

| Registration Confirm

NAME

E-mail address

Adhoc Rooms

pL~-c

me Registration Confirm

Scheduler Others

MeetingPlaza A

meetingplaza-a@example.com

& MeetingPlaza =

Qrganization
Language  English
Timezone  Follow the conference manager
Portal  « Allow [Announcement] of Portal.
Scheduler  « Permit to reserve in Conference Scheduler
Login permission ¥ Privilege
« Recordable

Record  Record Manager
Send direct login URL via email
Allow Rooms  allow all rooms

Message to user

w3

Please click if you avoid it by the content displayed on the confirmation screen.

Registration is completed. It returns to the registration screen when is clicked, and change the
corresponding section, please when the mistake and the change are found oppositely.

When registration is completed, ID and the password are sent to the user.

(3) Notification of team room registration.

The following E-mail is transmitted to the user who was registered. The user who received it must
keep login ID, the password, and URL for entering a room secure.

Users that are authorized to receive<send URL to participant for direct login> will receive email

with direct login URL indicated.
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To: User01,
(Contract ID 001)

Your account is registered by MeetingPlaza Conference Manager.

Your ACCOUNT: XXXXXXXX
Your PASSWORD: XXXXXXXX

Please access the following TIRT to enter the remote conference room.

http://xxxxxxxx.xxxx/teammgr/index.cgi

Please access the following URL to direct enter the remote conference room.

Rooml
http://xxxxxxxx.xxx/teammgr/ormdirectlogin.cgi?o_1id=XXXXXXXXXXXXXXXXXXXXXXX
XXX XXX XXXXXXXXXXX

Room 3
http://xxxxxxxx.xxx/teammgr/ormdirectlogin.cgi?o 1d=277777777777777777777777777
177777777777777777777.

Message From Conference Manager:

3. Click URL to open the ID login page.

- ] x

e o O~ &< | e D Login
‘meectingplaza’

ID Login

ID

Password

[J save ID and PASSWORD

Here if you have forgotten your password

After entering ID and password, the ID login page displays.

230




e mel O~ & ¢ || e portal

hgetingpk.zd‘ Portal Scheduler Others & MeetingPlaza A~

[\ Announcements @

» 2016/04/11 new meeting room

* All announcements

@ Information

Number of online users: 0 (Maximum connection count 10)

Check Video, Sound and Network before meeting.

™ Reservations

There are no scheduled meetings.

W Adhoc Rooms m Favorite

Name of the room Number of Users [ Max

Conference 1 0/10 (i) Login
Conference 2 0/10 (i) Login
Conference 3 0/10 [il = Login
Conference 4 0/5 [ill = Login

User registration screen varies depending on user type.

Users that are authorized to reserve a meeting. Users that are unauthorized to reserve a meeting.

e el P - ac| Froral

e el £~ @ ¢ || portal

heetingplozd‘ Portal Scheduler Others & MeelingPlaza A

hgetingr_ﬂnzn' Portal  Others & MeetingPlaza A~

A\ Announcements @
L\ Announcements @
» 2016/04/11 new meeting room

» All announcements » 2016/04/11 new meeting room
» All announcements

@ Information
@ Information
Number of online users: 0 (Maximum connection count 10)
) ) - Number of online users: 0 (Maximum connection count 10)

Check Video, Sound and Network before meeting. [Ede R e T

Check Video, Sound and Network before meeting. [ECe BT o 110 S

[ Reservations.

Reservations
There are no scheduled meetings. =]

% Adhoc Rooms n Favorite

There are no scheduled meetings.

% Adhoc Rooms m Favorite

Name of the room Number of Users / Max

Name of the room Number of Users / Max
Conference 1 0710 LB & Login

Conference 1 0710 L 2 Login
Conference 2 0/10 [iR & Login

Conference 2 0/10 iR = Login
Conference 3 0/10 [il = Login

Conference 3 0r10 LR = Login
Conference 4 015 LB & Login

Conference 4 0/5 iR = Login
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8-5-3 Import / Export registered user via CSV file

_ Import
1. Click <Import/Export> displayed in <Others> - <User ID Settings>.
e me O - & ¢ || 7 User ID Settings ) ?I 5.':'-’Xi='
& MeetingPlaza v

Portal Adhoc Rooms Scheduler = Others

%neetingplaza’

User ID Settings Announcement to user Usage Advanced Seltings My settings

You can add/edit/delete user of ID Login
User count/Limit 2/ 100

authority level for reservation can only confirm existence or nonexistence of reservation Update

Import/Export

User ID NAME & Organization Permission

E-mail address

AAAAAAAA MeetingPlaza A MeetingPlaza meetingplaza-a@example.com

BEBBEBBB MeetingPlaza B meetingplaza meetingplaza-b@example.com

2. Click [Browse] in the [CSV files].
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e IE' P-ac IE‘ Import/Export

heetingplnza‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza »

| Import/Export

Register from CSV file

*ou can import 50 line of csv at a fime.

File Encoding UTF-8

File Encoding  \;1p.a

Download CSV file

Back

= CSVvalues
Realm [A‘Add, M Modify, D Delete] (required)

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

E-mail address (required)

Organization
Language [0:Japanese, 1:English, 2:Chinese] (required)

Permission to reserve [0:No, 1.Yes] {required)

TimeZone (required) (*1)

Allow rooms (required) (*2) (*3)
Administrator [0:No, 1:Yes] {required)
Recordable [0:No, 1:Yes] (required)

= (*1) If you don't write timezone, it means "Follow the conference manager”.
= (*2) Write "Adhoc Rooms” name with semicolon-separated values.
= (*3) If you write one asterisk(Example 1), it means "All rooms are OK" If you keep blank, it means "All rooms are NG"
= If name and e-mail iz same in both accout, those are same accounts.
= |f same account is already registered, the line in CSV file is skipped.
= Example)
1. A Userl, sample1@example.com, 0,0, AsialTokyo," 1,1
2. D,User2, sample2@example.com,,0,1,,Room 1;Room 2,0,0
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S.

To choose a file to upload.

(& Choose File to Upload s
“ v 4 » This PC » Windows 8US (C:) » csv_data v O Search csv_data ]
Organise - Mew folder =~ [ @
7 Quick access Name
& OneDrive £:=| name_book_add.csv
£:| name_book_user.csv
[ This PC -] name_book_yoyaku.csv
¥ Metwork
*§ Homegroup
£ >
il v| All Files () v
Choose a file and click [Open].
& Choose File to Upload *
“ v 4 » ThisPC » Windows8US5(C:) » csv_data v | D Search csv_data »
Organise * MNew folder =~ [ @
3 Quick access Name
X £:| name_book_add.csv
#@ OneDrive
I@ name_book_usercsv I
[ This PC | name_book_yoyaku.csv
¥ Network
*§ Homegroup
£
v| | AFiles ) v

File name: |name_b00k_user.c5\r

Cancel

Your uploaded CSV file is displayed at [CSV files]. Click [Confirm].
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6.

7.

@ me £~ @ & || el Import/Export

'meeting.plcnzci‘ Portal Adhoc Rooms Scheduler Others

& MeetingPlaza »

| Import/Export

Register from CSV file

CSVfile  Cicsv_data\name_book usercsv = Browse...

*You can import 50 line of csv at a time.

File Encoding UTF-8

Download CSV file

File Encoding | ;re g

Back

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

e [OF] O~ & & || me| Import/Export

heetingplnzci‘ Portal Adhoc Rooms Scheduler Others

& MeetingPlaza =

| Import/Export

Account to be added.
Line 1: MeetingFPlazaD, meetingplaza-d@example.com
Line 2: MeetingFPlazaC, meetingplaza-c@example.com
Account to be updated.
Account to be deleted.
Line to be skipped.
Error line.

A completed screen is displayed.

| Import/Export

Registered accounts.

Back

235




8.

By clicking [Back], imported content will be displayed in User ID Settings screen.

e o

*meectingplaza’

User ID Settings

You can add/edit/delete

User ID

MFCSQNJB
GVRENMQE
QFMCEVIN

CROMTIXR

Portal  Adhoc Rooms

Announcement to user

user of ID Login.

User count / Limit

authority level for reservation

NAME &

MeetingPlaza A

MeetingPlaza B

MeetingPlaza C

MeetingPlazaD

Organization

MeetingPlaza

meetingplaza

Usage

4/100

P - @ & | [me| User ID Settings

Scheduler Others

Advanced Settings My settings

E-mail address

meetingplaza-a@example com

meetingplaza-b@example.com

meetingplaza-c@example.com

meetingplaza-d@example.com

can only confirm existence or nonexistence of reservation

Permission

& MeetingPlaza =

Update

Import/Export

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

fields.

Name (required)

E-mail address (required)

Language [0:Japanese, 1:English, 2:Chinese, 3:UTF-8] (required)

Permission to reserve [0:No, 1:Yes] (required)

Allow rooms (*1) (*2)

Administrator [0:No, 1:Yes] (required)

Recordable [0:No, 1:Yes] (required)

(*1) Write "Adhoc Rooms" name with semicolon-separated values.

(*2) If you write one asterisk(Example 1), it means "All rooms are OK". If you keep blank,

it means "All rooms are NG"

« If name and e-mail is same in both accout, those are same accounts.

* If same account is already registered, the line in CSV file is skipped.

Ex)

1. A,Userl,,samplel@example.com,,0,0,Asia/Tokyo, *,1,1

2. D,User2,,sample2@example.com,,0,1,,Room 1;Room 2,0,0
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F  Export

1. Click <Import/Export> displayed in <Others> - <User ID Settings>.

e = P~ @ G| [mel User ID Settings

'meetingplcnzci‘ Portal Adhoc Rooms Scheduler = Others & MeetingPlaza »

User 1D Settings Announcement to user Usage Advanced Settings My settings

You can add/edit/delete user of ID Login

User count/Limit ~ 4/100

authority level for reservation can only confirm existence or nonexistence of reservation Update

UserID NAME = Organization  E-mail address Permission

AAAAAAAN MeetingPlaza A MeetingPlaza  meetingplaza-a@example.com —
BEBBEEBBB MeetingPlaza B meetingplaza meetingplaza-b@example.com —
ccceceee MeetingPlaza C meetingplaza-c@example.com —
DDDDDDDD MeetingPlazaD meetingplaza-d@example.com =

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

e e O~ @ ¢ || e Import/Export

'meel:ingplnzci" Portal Adhoc Rooms Scheduler Others & MeetingPlaza »

I Import/Export

Register from CSV file

C3V file Browse...
*¥ou can import 50 line of csv at a time.

File Encoding | ;rrg

Download CSV file

File Encoding | e g

Back
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3. A file download screen is displayed. To open a file, click <Open>. To save a file, click <Save>

to save to a designated folder.

e e O~ O | e Import/Export

ﬁneetingplnzci‘ Portal Adhoc Rooms Scheduler = Others & MeetingPlaza v

| Import/Export

Register from CSV file

CsV file Browse...
= You can import 50 ling of csv at a time.

File Encoding | 1o

File Encoding UTF-8

Download CSV file

Back

Do you want to open or save User.csv from asp1.mpj.ntt-it.co.jp? Open Save | ¥ Cancel

8-5-4 Update registered user

1. From <User ID Settings> screen, click <Update> on right side of user name.

a mp P~ & ||me] User ID Settings

heetingplnzci’ Portal Adhoc Rooms  Scheduler  Others & MaetingPlaza =

User ID Settings Announcement to user Usage Advanced Setlings My setlings

You can add/edit/delete user of ID Login

User count/Limit 4 /100

authority level for reservation can only confirm existence or nonexistence of reservation Update

User ID NAME = Organization E-mail address Permission

AAAAAAMA MeetingPlaza A  MeetingPlaza  meetingplaza-a@example.com =

BEBBEBBB MeetingPlaza B meetingplaza meetingplaza-b@example.com —

CCCCcCCcCcC MeetingPlaza C meetingplaza-c@example.com =

DDDDDDLD MeetingPlazaD meetingplaza-d@example.com =
Suspend
Delete
Log
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2. You can change the settings. Go to "PASSWORD" -> check on "MODIFY" and log in to reset
old password. Your will receive updated account information with the new password at the
e-mail address that have been registered with the system.

e = £ - & | o] User Update

heetingplq:g‘ Portal Adhoc Rooms  Scheduler Others & MeetingPlaza v

I User Update

&= Send current user information by E-mail

User D AAAAAAAA

NAME (required) | MeetingPlaza A (Maximum characters: 50)
E-mail address (required) meetingplaza-a@example.com
Organization MeetingPlaza

Language English  [v|

® Follow the conference manager
Timezone
Asia [v] || Tokyo [v]
Password [ Modify
Portal Allow [Announcement] of Portal.
Scheduler Permit to reserve in Conference Scheduler

. . Privilege
Login permission
Jhllz= Recordable

® Record Manager
ecord Viewer
O No Viewer

Record

Send direct login URL via email ]

® allow all rooms
O select rooms

No Allow Rooms Allow Rooms
Conference1
Conference2
Allow Rooms Conference3
Conferenced [ ]

Message to user

' Send current information by e-mail

Send login ID, direct login URL and identification number of Telephone/H.323System to registered
users.

* The identification number is disabled based on your contract plan, or your settings per your system

administrator.
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8-5-5 Suspend the account of registered users

Click <Suspend>, the following confirmation page is displayed. Click to suspend the active

account. (For users currently in the conference room, online session will be closed and users will be

logged off.)

e mF L~ 7| |me Suspend Confirm e o @

Portal

*meetingplaza’

Adhoc Rooms

Scheduler  Others

& MeetingPlaza =

| Suspend Confirm

Do you really want to suspend it?

NAME

E-mail address

MeetingPlazaD

meetingplaza-d@example.com

User 1D DDDDDDDD
Language  Japanese
Administrator  YES
Recordable  YES

w D

For suspended users, a <Validate> is displayed besides their names in the User ID Settings user list.

To reactivate the account, please click < Validate >.

e i

DO = & | [me User ID Settings ¢ i @

Portal Adhoc Rooms Scheduler Others & MeetingPlaza «

*meetingplaza’

User ID Settings | Announcementto user  Usage  Advanced Seftings My settings

You can add/edit/delete user of ID Login

User count / Limit ~ 4/100

authority level for reservation  can only confirm existence or nonexistence of reservation  Update

Import/Export

User ID NAME ~ Organization  E-mail address Permission

AAAAAAAA MeetingPlaza A MeetingPlaza  meetingplaza-a@example.com =

BEBEBBBB MeetingPlaza B meetingplaza meetingplaza-b@example.com =

CCCCCccce MeetingPlaza C meetingplaza-c@example.com =

DDDDDDDD  (Suspended)  MeetingPlazaD meetingplaza-d@example.com =
Delete
Log
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8-5-6 Delete an registered user

The following confirmation screens is displayed when deletion is clicked. (For users
currently in the conference room, online session will be closed and users will be logged off.)

e s D = & | el Delete Confirm 7 8 ©

hgetingphzd‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza »

| Delete Confirm

Do you really want to delete it?

NAME  MeetingPlazaD
E-mail address  meelingplaza-d@example.com
UseriID DDDDDDDD
Language  Japanese
Administrator  YES

Recordable  YES

-

8-5-7 Registered user usage history

Click <Usage> to view user's user name, conference room names, login date, logout date, length

(minutes) by month. Click [<] or [>] to view different months.

e = 0 - ¢ | g usage

’meetingplnm‘ Portal Adhoc Rooms Scheduler Others & MeetingPlaza v

User ID Settings Announcement to user Usage Advanced Seftings My settings

Usage Information page.

q Apr [v] | 2016[v] >

Login history (Adhoc Rooms)
» Get logfile | » Download detailed log

NAME Name of the room Login Logout Total length (minutes) IP address client Connection method Connection quality
MeetingPlaza A Conference 1 2016/04/27 18:59 2016/04/27 19:02 3 10.90.1.87 PC  fcp tunneling(Direct HTTP tunneling) @  Detailed
MeetingPlaza A Conference 3 2016/04/27 19:03 2016/04/27 19:03 0 10.90.1.87 PC  fcp tunneling(Direct HTTP tunneling) @  Detailed
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8-5-8 Operating policy settings of the authorized registered user

An authorized registered user can view, update or delete the reservation made by other users.
At this page, a conference room administrator can make operational policy of authorized users on

what can be seen and what changes are allowed.

e me £~ & | |mel User ID Settings e it @

ﬁ'neetingplnzci‘ Portal Adhoc Rooms  Scheduler = Others & MeetingPlaza ~

User ID Settings Announcement to user Usage Advanced Settings My settings

You can add/edit/delete user of ID Login

User count/ Limit ~ 3/100

authority level for reservation can only confirm existence or nonexistence of reservation  Update

New entry Import/Export

User ID NAME Organization E-mail address Permission

MFCSQN.JIB MeetingPlaza A MeetingPlaza meetingplaza-a@example.com -
GVRENMQE MeetingPlaza B meetingplaza meetingplaza-b@example.com =
QFMCEVIN MeetingPlaza C meetingplaza-c@example.com —

Click [Update] to display items that can be changed. Registered users' reservation information

will be updated according to the saved selection.

e e £ = & | 6] User ID Settings 3@

ﬁ-ﬂeetingphzd Portal Adhoc Rooms  Scheduler = Others & MeetingPlaza v

User ID Settings | Announcementtouser  Usage  Advanced Selings My settings

You can add/edit/delete user of ID Login

User count / Limit ~ 3/100

can only confirm existence or nonexistence of reservation  Update
@® can only confirm existence or nonexistence of reservation

In addition to confirming existence or nonexistence, can confirm detailed information of reservation
O In addition to confirming detailed information, can change and delete reservation

New entry Import/Export

authority level for reservation

User ID NAME ~ Organization E-mail address Permission

MFCSQNJB MeetingPlaza A MeetingPlaza meetingplaza-a@example.com -
GVRENMQE MeetingPlaza B meefingplaza meetingplaza-b@example.com =
QFMCEVJN MeetingPlaza C meetingplaza-c@example.com -

242



8-5-9 Confirmation of use history

By choosing <Others> - <Usage>, user views the conference room usage history by month.

\nulingplnzn‘ Portal  Adhoc Rooms. Scheduler  Others

r | Usage  Advanced Setngs
Usage infermiation pags

< Apr[v] 2016 >

Amou of used time (mimdes)  Amounl of total lengih (minutes)
Resaivation ] 0

‘Athac Rooms 396 581

Total 396 561

Length (minutes) Numbar of people Conference id Reserver Subject  Usage starttime Usage end time Total leng! } Number of Total particips (minutes)

17.23 60 2 1460359401 _KpAEQCDME  p

14603589 5FO1, cing2
14B0358420_205FO1ADZ meeting2

1 146104B318_CNMd8L CRQ;

e b Conference Web
3 1451875776 ZEMnEDRMTL LEERCE TR e

hock il Unchack all

Login history (Adhoc Rooms)
» Gat logiie | » Divnioad detaen og

NAME Total length (minutes) 1P address
10.90.1.116

10901116

MeetingPiazad 1
User A Conference 1

User B

0 10.90.1116 PC 1P tunneling(Direct HTTF tunneing) o

User B Conerence 1 1 10:90.1.116 PC direct connection o

The use history this month is displayed. Please select the year and moth you wish to see.

The following is a description of the fields.

The following is a description of the fields. The time unit is <minute>.

Display in screen Fields

Basic use time It is time that can be used within the range of the monthly basic

charge of the contracted ASP service.

Total of use time before it The use time of the conference that has not been begun for that
begins month
Total of use time '° It is total time for the month of the conferences scheduled and the

use time for the team room

Total of total use time ' This is the total of all participants use time including scheduled

conferences and the team room.

Login history (reserved conference room)

Download user log in selected | Usage data of the selected reservation is available for download as
reservation csv file.
Users can customize contents to view from usage history.

Below, are the description of rows in the csv file (from left to

15 The use time of one conference is time from login of the first participant to the logout of the
last participant.
16 Time of the use of the total of one conference is time to have totaled each
participant's connect time.
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right):

NO.1: Conference ID

NO.2: User Name

NO.3: E-mail address

NO.4: Usage start date and time
NO.5: Usage end date and time
NO.6: IP address

NO.7: client

NO.8: connection method

Download reservation log

Reservation information data is available for download as csv file.
Users can customize contents to view from usage history.

Below, there are the description of rows in the csv file (from left to

right):

NO.1: Reservation start date and time
NO.2: Reservation end date and time
NO.3: reservation time

NO.4: number of people for reservation
NO.5: conference ID

NO.6: subscriber

NO.7: subject

NO.8: Usage start date and time
NO.9: Usage end date and time
NO.10: conference duration

NO.11: number of users

NO.12: total use time

* Please note that No. 1 - 7 are for reservation and No. 8 - 12 are

for actual conference usage.

Reservation | Beginning date | It is "Beginning date" specified when the conference room is
information reserved.

End date It is "End date" specified when the conference room is reserved.

Reservation It is time of "End date" - "Beginning date" of reservation

time information.

Number of use It is a number of participants for a scheduled conference

Conference ID It is an identification code of the conference room generated when

the conference room is reserved.

User name who | The name that reserved the conference is displayed.

reserved

Agenda It is "Agenda" specified when the conference room is reserved.
Use state Agenda It is a date that the first participant logged in.
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End date

It is a date when the last participant logged out.

Use time

It is time of "End date" and "Beginning date" of the use state.

Number of use

It is a number of people that takes part in a conference

Total use time

It is time of the use of the total of the user who took part in a

conference.

Login history (Adhoc room)

[Get Log file]

Data of Adhoc meeting room information is available for download
as csv file by clicking this link.
Users can customize contents to view from usage history.

Below, are the description of rows in the csv file (from left to

right):

NO.1: user name

NO.2: name of conference room
NO.3: login time

NO.4: logout time

NO.5: total length

NO.6: IP address

NO.7: client

NO.8: connection method

[DownLoad detailed log]

A detailed history is provided per Adhoc meeting room.
Users can customize contents to view from usage history.
Below, are the description of rows in the csv file (from left to
right):

NO.1: conference room name

NO.2: usage start date and time

NO.3: usage end date and time

NO.4: length (minutes)

NO.5: Individual user history

user name, login time, logout time, IP address, length (minutes)

NAME

It is the name of the user that logged in the Adhoc room.

Name of the room

Show conference room that was used.

LOGIN Show conference room logon date and time.
LOGOUT Show conference room logout date and time.
LENGTH Show conference lasting time.

IP address Show IP addresses of users that have entered the room.
Client The types of connected client device are displayed.

The types of devices are as follows:
PC: Windows device

Mac: Mac device
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Android: Android device
10S: 108 device
H323: Video conference device

Tel: telephone

Connection Method The actual connecting method is displayed.

Quality of Connection The connection quality during the meeting is displayed.
© Excellent
o Fair

/\ Poor

8-5-10 Advanced Settings

To open a conference room customization screen, please go to <Others> - <Advanced Settings>.

User may change setups on sharing, network, video /audio and so on.

e o D= & | Advanced Settmgs

"I'IGG“I'IQP'CIZI‘S Portal  Adhoc Rooms  Scheduler  Othars & MertingPlaza =

ventlouser  Usage | Advanced Seflings

Youd i Change viious SeEngs(ie Sharmgneharsoundvses)

share relation sefling.

meeting sefting
It does not set entry, use system value

L set file share mode

sel ap shie and deskiop share
[ set whiteboard share

&t web share

("1 )Nigh securty because Soes Il make M share
share ruake virual Prinler image(VP1) fail

network refation setting..,

meeting sefing
“if goes not set enlry, use system value

IP address filer(While ist)

1 action spaed AulD MERASTE by every login

L maximum comimnication speed

set communication speed
1 sat priority network connect
] sat network connect
name of nneling sarver

maximum GET size O KB(default

* valid | use virtual fle share only{can look for meeting only)*1) " invalid use mesting sefting”
= valig v use meeting setring*
®valia ik use meeting setting*
®alidd vk use meeling setting”

even i user does not Install ariginal e apen application. can display opposite VP

use mesting setting®

Curment yoar IP agdress 10 90.1 116
walid ® invaiid use meeting setting”

ks

use mesting setting*
“[set communication speed] influence X k

bps use meeting sefting*

e by

umaling) Use meeting settng”
Follow setfing for web browser w
getault port number 443 v

use meeling selting®
0 maximum POST size 0 KB{defaull - 0)

Conference room customization will affect all conference rooms. Customization on a
particular conference room is not available.
MeetingPlaza Mobile does not support room customization.

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

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].

8-5-11 My settings

User may change email address or password, and change other configurations that are related to

manager information.

heetingplnzci‘ Portal Adhoc Rooms  Scheduler Others & MeetingPlaza

User ID Settings Announcement to user Usage Advanced Setlings My seitings

You can change manager information.

Managerid  MeetingPlaza

Room manager name MeetingPlaza

Organization
E-mail meetingplaza@example.com
Phone
Facsimile
Timezone Asia [v] | Tokyo [v]
Current password
New password
Password

New password (retype)

A password must be at least 8 characters.

Telephone/h.323 Enable telephone login [ Enable h.323 system login
User limited mode  []
Use a email as a login ID Use a email as a login 1D for D login.
Directory type 4 Use keyword type
[ 1 don't want to receive confirmation and invitation
E-mail control [J Add administorator to a Cc in an email in the case of reservation by UserlD.

[J Don't use email alias in from address.

Pre-uploading @ enabled O disabled

248



Telephone/h.323 To allow telephone login, please check on this option M. To allow
H.323 system login, please check on this option .

User limited mode To switch user mode that enable conference room administrator to

manage rooms, and enroll registered users to new meetings.

Use a email as a login ID Registered users may use their e-mail addresses as login ID.

#¢ 9% A duplicated email address is not allowed as login ID.

Directory type To use keyword type directory, please check on this option .

E-mail control To stop receiving reservation confirmation or invitation email, please
check on this option .

To allow the registered user to add conference administrator to the
reversation email invitation, check on this option .

If no alias is allowed at email from: address, please check on this
option .

Pre-uploading User may choose to enable/disable of pre-uploading files.

8-6 Lecture room

Lecture room is a special meeting room to host a large number of users at the same time.
"Lecture room" is included in enterprise ASP service package, or is available to users that have

purchased "Lecture" Option at system sales.

In a regular conference room, the number of users to attend a meeting is limited to 128.

This maximum number of users is extended to 10,000 while "Lecture" Option is enabled'”.

During a lecture while many users log into the meeting room, only the special user that is
called "lecturer" has his thumbnail displayed. Non-lecturer users may have up to two persons
speak at the same time. While non-lecturer users speak, their thumbnails are displayed to
indicate their status. To register a "lecturer", please follow the following reservations page to

register up to 8 users in one meeting.

17 Please be advised a software license is required based on the number of individual users who have access to
the meeting room simultaneously, your server structure and network configurations.
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User :
Directory Import CSV (Max 64 users) [REL LT e
Lecturer Name E-mail address Privilege Recordable Delete
Chair MeetingPlaza meetingplaza@example.com + v | =
2 O + O | =

In the Lecture Room, only lecturer is allowed to share APPs, desktop or request

questionnaire.

When you are not in the speak mode, your thumbnail is displayed as a static image.

Your thumbnail becomes pink-framed and a video is activated while you start speaking.

=)

'. e

The participants are not in speak

mode

Your own thumbnail is minimized

to the smallest.

The frame of thumbnail becomes

pink and video image is displayed

when you are in talking mode.

In the lecture room, when a participant raises hand in a non-talk mode, only the lecturer can

see his state under the user list, but not the participant.

When a participant raises hand in a talk mode,

his video image.

A participant raises hand in a non-talk mode

a raising hand icon shows in the upper left of

Lecturer checks the state of raising hand

A participant raises hand in a talk mode

Pause video
Save image

Still image

Show enly this user

Hide this user

‘mu;um

Hand

Echo canceller 3

Noise suppressor (micrephone) 3

MNoise suppressor (speaker) 3

-
3
-
2
3

P ene0e
(Share ]  audio Chat
Survey | ModerationEontroI|
| | = User Mame [3 peopls] | Hand | Vaice | Texnt | Share | Diaw |
2 Chair
2 UserO m ] ] ] W]
L User0z | | | ]

>

User information

I Connected via TCP Tunneling, | Lecture mode
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A participant raises hand in a talk mode

Attention:
To choose a lecture styled meeting room, user may do so at the time of meeting reservation
or after creating a system regular conference room.

The "Seminar" option on meeting room page is unavailable to choose from (disabled).
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9 Join the meeting via devices other

than PC (Optional)

At MeetingPlaza, users may join the meeting via devices other than PC.

9-1 Use the smartphone to attend the
conference

Smart phones or tablets users may access the meeting from MeetingPLaza Mobile
(MP Mobile).

MP Mobile(Android) MP Mobile(iPad . iPhone)

MeetingPlaza

To find more details, please go to:
MeetingPlaza Mobile (iPad / iPhone / Android™)

http://www.meetingplaza.com/feature/mpmobile.html

252



9-2 Use the telephone to attend the
conference

To allow accesses via phone and TV conference device, please go to <MANAGER
INFORMATION> and choose <Enable Telephone Login>.

- a X
e el P - & ¢ || [me| My settings £

heelingplqzn“ Portal Adhoc Rooms  Scheduler ~Others & MeetingPlaza v

User ID Setiings Announcement to user Usage Advanced Setftings My setiings

You can change manager information.

Manager id MeetingPlaza

Room manager name: MeetingPlaza
Organization
E-mail meetingplaza@example.com
Phone
Facsimile
Timezone Asia [v|  Tokya v

Current password

New password
Password

New password (retype)

A password must be at least 8 characters.

Telephone/h.323 Enable telephone login| (] Enable h.323 system login

User limited mode [
Use a email as a login ID Use a email as a login ID for 1D login.
Directory type  [] Use keyword type
[ 1 don't want to receive confirmation and invitation
E-mail control [[] Add administorator to @ Cc in an email in the case of reservation by UserlD

[J Don't use email alias in from address

Pre-uploading @ enapled O disabled

A user may atttend the audio-only meeting by phone.
A user attends the meeting by dialing <Telephone/H.323 System login number>
and <Telephone Gateway circuit number>(included in the invitation email)

The participant of the conference takes part either by telephone or by using
VOIP on a personnel computer. You can not use both means of sending audio at

the same time.

The call is sent through a "Telephone gateway" which connects the conference
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participant to the MeetingPlaza conference room.

9-2-1 Participating in a conference by telephone

The conference room manager identifies those that want to participate in a meeting by
telephone voice when setting up the conference.

Under conference administrator system <Others> - <My Settings >, please turn the

check box [] of <Enable telephone login> ONMI,

e =

%ncectingplaza®  Portal
‘You can change manager information.

Manager id

Room manager name
Organization

E-mail

Phone

Facsimile

Timezone

Password

Telephone/h.323
User limited mode
Use a email as a login ID

Directory type
E-mail control

Pre-uploading

Adhoc Rooms

P-ac

me| My settings

Scheduler Others & MeetingPlaza =

User ID Settings Announcement to user Usage Advanced Setftings My setiings

MeetingPlaza

MeetingPlaza

meetingplaza@example.com

Asia ﬂ Tokyo ﬂ

Current password
New password

New password (retype)

A password must be at least 8 characters.

Enable telephone login|[] Enable h.323 system login

]

Use a email as a login 1D for 1D login.

[ use keyword type

[ 1 don't want to receive confirmation and invitation

[C] Add administorator to a Gc in an email in the case of reservation by UserlD

[ Don't use email alias in from address.

@® enaplea O disabled

Save changes

9-2-2 Setup of Adhoc room

After choosing <My Settings > - < Enable telephone login >, proceed to the

configurations of Adhoc room.

1. Under <Adhoc room> - <Room Settings>, click <UPDATE> on the conference room

that is set accessible of telephone/H.323 System.
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'meetlngplqzd Portal Adhoc Rooms Scheduler Others

You can add/edil/delete Adhoc rooms.
No.  Name of the room
1 Conference1

2 Conference?

D~ & | e Room Settings

Room Settings Entrance URL Settings  Log

Sort Rooms

Number of Users
Current / Max

0/10 upload file Delete Log [i]

0/10 upload file  Update  Delete lLog €

Manager Message

& MeetingPlaza =

Choose <Initialize Login Number of Telephone/H.323 System>.

e e

*mecetingplaza’  Portal  Adhoc Rooms  Scheduler  Others

| Change Room Settings

Name of the room
Voice Quality
Capacity

Region

Type

Telephone/H 323 Login number

P~ @C| Change Room Settings

& MeetingPlaza ~

Conference i
excellent

10
Hong Kong

® Normal meeting

Standard

[ Show admin and talker
O Voice meeting

|12345578 {Multiple user can access with this number.) |
M Initialize Login Number of Telephone/H 323 System

Proceed to the confirmation page. After registration is completed,

<UPDATE> to check

the Login Number.

e e

*mecetingplaza’  Portal  Adhoc Rooms  Scheduler  Others

| Change Room Settings

Name of the room
Voice Quality
Capacity

Region

Type

Telephone/H 323 Login number

P~ @C| Change Room Settings

& MeetingPlaza ~

Conference i
excellent

10
Hong Kong

® Normal meeting

Standard

[ Show admin and talker
O Voice meeting

12345678 (Multiple user can access with this number.
¥ Initialize Login Number of Telephone/H 323 System
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9-2-3 Join the meeting via telephone

1. Prepare Login Number
To join the Adhoc meeting from phone, please clicking the Adhoc room name and

enter the unique ID to enter the meeting room

- O x
e O~ & ¢ | [ Adhoc Rooms
. L
*mectingplaza
1 MeetingPlaza Adhoc Rooms
@ Information
Number of online users: 0 (Maximum connection count 10) Check Video, Sound and Network before meeting

Number of Users

Name of the room Current | Max

Manager Message

Conference1

NAME | User

0/10 Login Number:[123456758]?

[ Login as administrator & recordable authority

Login Number for telephone shown above is 16354620.

Each reservation conference room Login Number is included in the meeting

invitation email.

Please access the following URL to enter the remoie conference room.

http: /i xxx. xooooex, xxxfoc/onec | icke. e i 2URL=veep: / fxooc. xxoxxsooc. xxxfassigrable_cw///1221747932 E

KTENPLATE=Classic Y4/Classic

TELEPHONE/H. 323Systen LOGIN NUMBER:
06566650
Telephone galeway phone number  X000GCRXX000K

Chairperson: wl!

List of participants:
Total 3 Users
n01
':!gE.!!/‘\ )‘E'( XX E‘xx':
LTEMPLATE=Classic V4/Classic

2. Dial to telephone gateway
(1) The telephone number of the gateway is dialed
(2) The identification number of the telephone participation is entered with in ten

seconds
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(3) A # (pound sign) is entered after the number is dialed.

(4) A Voice messages prompts for the room number of the conference room.

The participant who enters the conference room by the telephone are shown in the

figure below.

The following announcements flow when it is not possible to connect it.

Error announcement Cause and correspondence

[An error occurred. The gateway It is already an announcement when the
connections reached to the upper telephone is connected in log in with the personal
limit.] computer. If the personal computer logs out, the

telephone connection becomes possible.

[An error occurred. The conference It is an announcement when logging it in 30
date and time are not correct.] minutes or more before the conference date.

Please log it in when becoming time.

[An error occurred. The login number | It is an announcement when it makes a mistake
is not correct.] in the identification number of the telephone
participation. Please input a correct

identification number.

[An error occurred. This call is not It is an announcement when the conference room
permitted by the room manager has not permitted the telephone
administrator.] connection. Please confirm whether to have

permitted the telephone connection to the

conference room manager.

Telephone gateway circuit number is notified to meeting administrator by email
as soon as ASP service plan starts. On the other hand, enclosed in meeting
invitation email, are registered user's login email and telephone gateway circuit
number. For questions, please contact NTT-IT support window for further

assistance. (Email: support@meetingplaza.com)
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3. Audio control during the meeting
When entering the conference room by telephone, the following

operation can be done.

#9 When entering the conference room by the telephone, the
following operation can be done.

#0 The mute is off. As for the telephone participant, remark in
the conference room, can be heard.

#5 The voice loop back is begun. The remark of the telephone is
turned in the system of MeetingPlaza, and returns to the
telephone.

#11 "Raising hand". The screen of other participants who are

entering a room with the PC and "Raise one's hand" mark

are displayed.

#12 Raise one's hand" is stopped.

The telephone participant can always transmit remarks as long as the mute is
not turned on. Because MeetingPlaza is a specification of seven simultaneous
audio users, other participants cannot make remarks that the participant by the
telephone becomes seven people. In that case, please mute on/turn off the remark

of the telephone, and control the state of the remark.

9-3 Use H.323 System to attend the
conference

To allow accesses via phone and TV conference device, please go to <My settings >

and choose <Enable h.323 system login>.
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Same as 9-2-3 , user attends a meeting with Login Number.

To attend a conference with H.323 System, please purchase MeetingPlaza

Connector separately.

To find more details, please go to:

http://www.meetingplaza.com/product/asp/connector.html
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System Adhoc conference room provides tools to simplify steps to create new

conference rooms and access to these rooms.
This manual describes the process from how to select a room to enter, to how to

login.

*mectingplaza’
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I Top page for users
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10-1 The Type of Conference Rooms

There are two types of system Adhoc conference room. One is for groups registered in
advance (rooms specified for groups), and another type is for rooms that are not assigned with
any groups (non-group specified).

Though Adhoc conference room is available for meeting all day long, user may add a lite

booking function to it. (conference room with reservation function)

Only the administrator is allowed to create groups, set up group password and add booking
capability to a conference room.

10-1-1 The Conference room without reservation function

Click [Reservation and Entrance] to switch to the meeting room that has reservation feature.
A meeting room that belongs to a registered group has preset features from the group. Thus, its

login page is different than meeting rooms not grouped.

Check the camera, mic and speaker before entering the meeting room by clicking [Start Device
Check].

Please ask the MeetingPlaza administrator for the password for each group.

The un-grouped meeting room creates three rooms as the default to start with. User may invite

guests into any un-grouped room per occasion.

- o x
e mel £ ~ & | o System Adhoc Conference &

*meetingplaza’

I System Adhoc Conference Rooms

Reservation and Entrance

Check Video, Sound and Network before meeting. | Start Device Check | *You can check camera, microphone, speaker and network before login to the conference.

Group does not exist.

No Group
Number of Users. N " .
Conference Room (Current / Max) Room information Invite user
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10-1-2 The Conference room with reservation function

To switch to the conference room without reservation function, click <Ad hoc conference room>.

You are not allowed to login the subsidiary conference room of Group in the initial state.

Click [Start Device Check] before attending the conference to check if webcam, microphone and
speaker, network is working properly.

Please ask the MeetingPlaza administrator for the group password.

In order to have these conference rooms, you must first re-login, or change your current conference
room (which is without reservation function) to reservable room.

Users can not enter a reservable room without booking it first.

ee = B v G| P Reservation and Entrance
*meetingplaza’

I Reservation and Entrance
6wl |19 w2016 w|| GO Prev, weaek Jun 19 2016 - Jun 25 2018 MNexl week Thes waek

System Adhoc Conference Rooms

Cheak Vides, Sound and Metwork before meeting. | Stan Device Check | “You can chack camars, microphona, spesker nd natwork bafore login 1o tha conferenca

Group doas not exist.
No Group
Conference Room 6/19(5un) B20Man) 621(Tue) B22(Wed) &23{Thu) BZ4FH) 6255t
e ’ ’ - ’ ’ - -
DriZ/excedenySiancard

Managor Metsage

Halp

When a pencil icon is clicked, it's possible to make a reservation from a screen like the following
figure.

You may invite users to your conference.
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e o £~ ¢ || 78] New Reservation So 15 @
*mectingplaza’

I New Reservation

s

s
Title [
Other information

Number of participants

Jun 24 2016 (Simultaneous login license: 64)

Room usage ] 1 2|3 4 5 6 7 3 9 |10 (11 (12 |13 | 14 |15 |16 | 17 | 18 | 19 [ 20 | 21 | 22 | 23
3
Name E-mail address admmistrator recordable

al | | O o
2| | | O O
3 | | 0O O

Invite user ¢ | " | =] U
5 1 | | O O
Message

upload file...

Lo

When you make a reservation, a link shows like the following figure. When this link is

clicked, you can change the reservation or cancel it.

- a *
e e P - & || |me| Reservation and Entrance A
*mectingplaza’
I Reservation and Entrance
2016 v Prev. week Jun 19 2016 - Jun 25 2016 Next week This week
‘ System Adhoc Conference Rooms ‘
Check Video, Sound and Network before meeting. Start Device Check *Y'ou can check camera, microphone, speaker and network before login to the conference.
Group does not exist.

No Group

Conference Room 6/19(Sun) 6/20(Mon) 6/21(Tue) 6/22(Wed) 6/23(Thu) 6/24(Fri) 6/25(Sat)

Reservations meeting k4 ” k4 ” ” ’
0/64/excellent’Standard/12345678 16:00 - 17:00
Conferences
Manager Message

Under the meeting room button, number of current users, number of maximum users, voice

quality, meeting room type and the telephone/H.323 number are showed.
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After click <Reservation Situation>, it will show the reservation status of the conference room you

selected.

-
*mectingplaza’

P~-c ||Conferenc5 X| | i r*::? {l?ﬁ @

I Conferences

Prevmonh Jum 2016 Nextmonth Reservation and Entrance

Conference Room : Reservations meeting Simul login license : 64
Hour
0|1 |23 |45 (6|7 |8|9|10(11|12(13|14|15|16|17(18(19(20(21|22|23

Date

Wed

Fri
Sat

g || b | e

Sun
Mon

Tue
Wed

F-CR AN

11 | Sat

12 | S
13 |Mon
14 | Tue
15 | Wed
16 | Thu

18

19. 4
0. 17-00 19 19 19.

17| Fr

18 | Sat

18 | Sun

A A A R A A R R A A R A A R R AR AR R

20 | Mon

Ty
=
=

21 Tue

23 | Thu

e 4N

2| P 000 - 11:00 A Amesting B

25 | Sat

‘&
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10-2 Login to a conference room
(D

If the room is password protected, the login screen will appear as shown in the picture
below.

(2)  Enter a user name in the NAME field. Others will see you as this name.

Enter the password that was specified at the conference room creation from the Configuration
Page.

Lecture 'star' privilege can be selected only when logging in the password that the Adhoc
Manager has specified.

Conference Room rooml

LOGIN

NAME | |

PASSWOED | |

L] Login a3 room administrator

When a privilege user password is used, the system will require entering password after
choosing <Add lecture privilege>.

Conference Room rooml

LOGIN

NAME | |

PASSWORD | |

Login as room administrator

Administrator | |
password

Please consult your Meetingplaza administrator for the password as needed.

(3) Click login to enter the room.

The MeetingPlaza 2D Client program starts within the browser window.
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10-3 Invite Guest

By choosing a meeting length and participants, a user sends emails to all participants with
login URL enclosed for selected meeting time.
A user may host a meeting in an ongoing conference room with clients or anyone, without

sending them meeting URL in separate emails.

10-3-1 The Conference room without reservation function

1. Click the <Invite> button shown in each conference room.

- o x
e me| £ - & || [me| System Adhoc Conference ...

*meetingplaza’

I System Adhoc Conference Rooms

Reservation and Entrance
Check Video, Sound and Network before meeting. Start Device Check *¥You can check camera, microphone, speakar and network before login to the conference.

Group does not exist
No Group
Number of Users B i i
Conference Room (Cunent ! Max) Room information Invite user

2. You may invite up to 5 guests.
For each guest to invite, enter the meeting length, user ID and his E-mail address.
Please consult your Meetingplaza administrator for the password of conference room or

privilege password.
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e - D~ | invite user LD ®
*mectingplaza’

I Invite user

From [2016 V(6 V][23 V][ [[1 |[10 V][0 V]

iry dat
TEEE L [2016 v|[6 V|[23 v||:||11v||0 v
Name E-mail address administrator recordable
L | | O O
[ | I 0
ikl I | O O
4 | | O O
5| I | O 0
Message

m| Disable Invitation || Back |

3. Click <OK> to proceed. A confirmation screen is displayed.

- O X
e s P~ & || |mel Confirm w8 @
*mectingplaza’
I Confirm

From Jun 23 2016 10:00
expiry date

To  Jun23 2016 11:00

Name E-mail address administrator recordable
Participants | 1 MeetingPlaza meetingplaza@example com Q o}
2 MeetingPlaza A meetingplaza-a@example.com

Message
Co S

4. Click <OK> after confirming. The URL created for the conference room will be sent to the

invited guests.

Please access the following URL to enter the remote conference room.

http://xxxxx.xxxxxxx.xxx/adhoctool/islogin_direct.cgi?param=xxxxXxXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

Start time (UTC+9:00) Nov 9,2012  21:13 PM (Asia/Tokyo)
The same time in other areas of the world.
(UTC+9:00) Nov 9, 2012 21:13 PM  (Korea/Japan)
(UTC+8:00) Nov 9, 2012 20:13 PM  (China)
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(UTC+7:00) Nov 9, 2012 19:13 PM  (Vietnam/Thai)
(UTC+5:30) Nov 9, 2012 17:43 PM  (India)
(UTC+1:00) Nov 9,2012  13:13 PM (Europe)
(UTC+0:00) Nov 9, 2012 12:13 PM (UK/Portugal)
(UTC-5:00) Nov 9,2012  07:13 AM (US (EST))
(UTC-6:00) Nov 9,2012  06:13 AM (US (CST))
(UTC-7:00) Nov 9,2012  05:13 AM (US (MST))
(UTC-8:00) Nov 9,2012  04:13 AM (US (PST))
(UTC-10:00) Nov 9,2012  02:13 AM (Hawaii)

End time (UTC+9:00) Nov 9, 2012 22:00 PM  (Asia/Tokyo)

Message:

Invite user

Note:
Please read the following documents carefully. If you don't agree on the

document, please don't enter any of the Conference Rooms.

Software License Agreement

http://xxxxxX.XXXXXXXXX.Xxxx/e/license.html
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10-3-2 The Conference room with reservation function

1. Click the pencil icon if you haven't booked your conference room yet; select your reserved

room if you have reserved one.

- a X
e el P~ & || [me| Reservation and Entrance W
*mectingplaza’
I Reservation and Entrance
2016 v Prev. week Jun 19 2016 - Jun 25 2016 Next week This week
‘ System Adhoc Conference Rooms |
Check Video, Sound and Network before meeting.. Start Device Check | *You can check camera, microphone, speaker and network before login to the conference.
Group does not exist

No Group

Conference Room B/19(Sun) 6/20(Mon) 6/21(Tue) 6/22(Wed) 6/23(Thu) 6/24(Fri) 6/25(Sat)

Reservations meeting k4 k4 4 . k4 L -
U/Ba/excellent/Standard/ 12345678 16:00 - 17:00
Conferences
Manager Message

2. You may invite up to 5 guests.
For each guest to invite, enter the meeting length, user ID and his E-mail address.
Please consult your Meetingplaza administrator for the password of conference room or

privilege password.

- O X
eo (o] £ - & || |me| Reservation Update vt 6 @
- &
mectingplaza
I Reservation Update
s
s
Title ‘.-:\.Ameeting
Other information
Number of participants 20 v
Jun 24 2016 (Simultaneous login license: 64)
Room usage o[ 123 [4]s s[7[8[ofw n|n|/n|u|/s ||| [w|n|2|ns
23
Name E-mail address administrator recordable
| | | O O
2| | | O O
3] I | O O
Invite user ! | " | o L
5 | I | O o
Message
upload file_..
m| Delete || Disable Invitation || Back ‘
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Click <OK> to proceed. A confirmation screen is displayed.

e o8

I Confirm

Start
End
Title

Other information

Number of participants

Invite user

*mectingplaza’

Jun 24 2016 10:00
Jun 24 2016 11:00

2~ & | mel Confirm

A fmeeting
20
Name E-mail address administrator recordable
1 MeetingPlaza mestingplaza@example com o o]
2 MeetingPlaza A meetingplaza-a@example.com
Message
*not upload file
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4. Click <OK> after confirming. The URL created for the conference room will be sent to the

invited guests.

Please access the following URL to enter the remote conference room.

http://xxxxx.xxxxxxx.xxx/adhoctool/islogin_direct.cgi?param=xxxxXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

Start time (UTC+9:00) Nov 9, 2012 21:13 PM (Asia/Tokyo)
The same time in other areas of the world.

(UTC+9:00) Nov 9, 2012 21:13 PM  (Korea/Japan)
(UTC+8:00) Nov 9, 2012 20:13 PM (China)
(UTC+7:00) Nov 9,2012  19:13 PM  (Vietnam/Thai)
(UTC+5:30) Nov 9, 2012 17:43 PM  (India)
(UTC+1:00) Nov 9, 2012 13:13 PM  (Europe)
(UTC+0:00) Nov 9, 2012 12:13 PM (UK/Portugal)
(UTC-5:00) Nov 9,2012  07:13 AM (US (EST))
(UTC-6:00) Nov 9,2012  06:13 AM (US (CST))
(UTC-7:00) Nov 9,2012  05:13 AM (US (MST))
(UTC-8:00) Nov 9,2012  04:13 AM (US (PST))
(UTC-10:00) Nov 9,2012  02:13 AM (Hawaii)

End time (UTC+9:00) Nov 9,2012  22:00 PM  (Asia/Tokyo)

Message:

Invite user

Note:
Please read the following documents carefully. If you don't agree on the

document, please don't enter any of the Conference Rooms.

Software License Agreement

http://xxxxxX.XXXXXXXXX.Xxxx/e/license.html
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10-4 Invalid Invitation

10-4-1 The Conference room without reservation function

1. Click button <Invite> in the conference room that you want to invalidate.

e = £ = & | [ system Adhoc Conference .

*meetingplaza’

I System Adhoc Conference Rooms

Reservation and Entrance

Check Video, Sound and Network before meeting. Start Device Check *You can check camera, microphone, speaker and network before login to the conference.

Group does not exist

No Group

Number of Users

(Current / Max) Room information e

Conference Room

room2 0/128

‘ e 0/128

2. Click <Invalid Invitation>.
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e mp P = & || el Invite user
"meetingplaza

I Invite user

From [2016 V|[6_V][23 V][ [ |[10 V][0 V]

iry dat
T e 06 Vs vz V[ Mt v V]
Name E-mail address administrator recordable
U | | O O
e [ I 0
il | | O 0
4 | | O O
5 | I | O O
Message

m | Disable Invitation | | Back |

3. A confirmation screen is displayed. Click <OK> to proceed. All past invitations of this

conference room will be invalidated.

e m O - & || |me Disable Invitation v, -:::- (i
- ®
*meetingplaza

I Disable Invitation

Dizable all previous mvitztions of this room.

Coc
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10-4-2 The Conference room with reservation function

1. Click on the conference room that you want to invalidate.

e me, P~ & | mel Reservation and Entrance
. &
*mectingplaza

I Reservation and Entrance

Prev. week Jun 19 2016 - Jun 26 2016 Next week This week

‘ System Adhoc Conference Rooms |

Check Video, Sound and Network before meeting. Start Device Check | *You can check camera, microphone, speaker and network before login to the conference.

Group does not exist

No Group
Conference Room B/19(Sun) 6/20(Mon) 6/21(Tue) 6/22(Wed) 6/23(Thu) 6/24(Fri) 6/25(Sat)
Reservations meeting k4 ’ 4 . k4 L -

0/64/excellent/Standard/ 12345678 16:00 - 17:00 10:00 - 11:00 AAmeeting|

Conferences

Manager Message

2. Click <Invalid Invitation>.

ec [oF) 0O - & || |me| Reservation Update wiE®
*mectingplaza®

I Reservation Update

St
Eua

Title |AAmeeling

Other information

Number of participants
Jun 24 2016 (Simultaneous login license: 64)
Room usage 0 1|2 |3 | 4|5 |6 7 8|0 |10 |11 |12 13| 14| 15|16 |17 |18 |19 |20 | 21 | 22 | 23
23

Name E-mail address administrator recordable

. 4
Invite user
5

3| | |

oo oaoio
oo ajojg

Message

upload file_..

m ‘ Delete |

‘ Disable Invitation |I| Back |
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3. A confirmation screen is displayed. Click <OK> to proceed. All past invitations of this

conference room will be invalidated.

e mp O~ & | |mel Disable Invitation
e L
meetingplaza

I Disable Invitation

Disable all previous mvitations of this reservation.

o N
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10-5 Lock/unlock a conference room

You can lock the room that you are currently in.
To lock the room, click on Others -> lock or unlock at the bottom left of the screen.

Standard
Es A REC = Room Design |
lock or unlock

|IE Settings
Information

Wide, Discussion, Seminar, VV5standard, Classic

2| Settings __Text Chat Information

@ Recording Screen Layout
lock or unlock
IE Settings
userlist
Q&A

Easy
Seatings £}

— | Setnes ?mw‘&;zi

A pop-up window (shown below) shows the current status of the room.
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lock E

]
!

unlocked |

ek “uniock

To lock the room, click lock. To release the lock, click unlock.
If a room is locked, all users attempting to log into the room are notified.

Users trying to log in to the locked room will see the message below.

I Error occured!

Thiz room is locked by another user.
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