UC Web Client Conferencing Creator

UC Web Client Training Series

In the UC Web Client, you can create conference lines to host group calls. There are three conference
types:

e Ad-hoc conferences, which are impromptu conferences that require very little setup;

e Persistent Conference lines, which stay open and available, and use an access PIN that can be
shared with other users.

e And Scheduled Conferences, which are set up in advance and require you to set a date and time.

Ad-Hoc Conferences

To set up an Ad-hoc conference; ;“‘"“” T
click the green "Make Conference" ~ Home Hombe
: Doe, Jane 150337,
icon Doe, Joe 150337,
Doe, John +15033
Z, Jesemey 150337
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r | Ad-hoc Conference |
|
ENHOpa. Jane Do +1{503)373-7027
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r | ad-hoc Conference |
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| mame: |cm!gau= of Jane Doe
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! Start Cancel
Click Start.

The line calls participants and connects them if they pick up - no pin is required.
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Persistent and Scheduled Conferences
To set up a Persistent Conference line or
a Scheduled Conference click the blue
"Create Conference" icon.

Al

Number

15033737
15033737
+1503373
15033737

First input a name for your conference.

| Create conference |

—— ol

PRAIIPARE | yane Dot +1S00)373-T127
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Persistent Conferences
A Persistent Conference line - stays open and available until deleted

Leave the box next to "Start time" unchecked and
proceed with setup. |. Create conference |

Hame: .My first conference

| Creators Jage Doe
Start &

e Jane Doe

Scheduled Conferences

Check the box next to "Start time."

Create conference

Mame: [y first conference

Creator:  [e00c

Starttime: X .| October/06/2017 11:26 am

Participants:

Click anywhere within the date-picker to set the s
start date. 1 e o

Starttime: X |October/06/2017 11:26 am [ Ouration: ¢
Participants: | @ October2017  ©

Use the sliders to set the start time - make sure Time 12:26 am
to allot enough time for your call as the Hourg [3
conference line closes at the specified end time. =

Closa
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Setup
When creating a conference, you are automatically added to the conference as the first participant.
;
If you'd like more control over the conference ==
once it starts, uncheck the "Open Conference" = ==
. Crestor: [
box to assign yourself as a moderator. e CEET)> [
b Jane Doe. +1{S03)873-7127 Maderater Pl
i
| .
| v [ Options:
— ——— B
ol drce:. | 7 Vides conterence

o —

Related formation: |

. . 2 : porem=]
To add participants that you have as contacts, e B SR
type their name in the "Add participant" drop Do
. Doe, Jane
down menu and select from the list. L0009
| 27;)?7‘!7?37 v
+15033737127
Add participant | Jot{ X v M W=

If you'd like to add someone to the conference
who isn't one of your contacts, you can input
their phone number. .

Add participant | 5933737129 x v o AE
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PEUBSRE [ june 00e SRz tader

If they’re a State of Oregon employee on the s =
system, search by name. ‘ '

Add participant - 6 L £-Mad to o1 particpant

L ) Record 1
Tolhfrec: [ ] oo o

Fotmame [

Address group | Disglay
Address book | Al Address Books
Hax. matches 100 Search

N
Edit Participants
Once added, participant entries can be edited Pt [ T
using the icons on the right side of the window. - s | e
To edit the name or preferred number for a s
participant, click the "Edit entry" icon. Hoderstor v §D - X
o participants: at

To remove a participant from the list, click the
"Delete participant" icon.
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Control Participant Calls
The green icon in-between the edit and delete
options controls how the call will be initiated for
that participant.

A right facing arrow indicates that the conference
line will call the participant once the conference
begins - users called using this feature will not
have to enter a conference pin to connect. This is
the default setting for conference creators.

A left facing arrow is the default setting for
conference participants. Anyone with this setting
will have to call in and enter the pin before
joining the conference.

Once you have everything configured, click
"APPLY" to save the conference.
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Email Participants
You can now click the "Email to all participants"
icon to easily send out the conference
information.

Click "OK" to close the conference creation
window.

Edit Conference Details
If you need to edit the details of a conference
after closing the conference creation window,
select the conference you’d like to edit and click
the "Modify selected conference" icon to make
any necessary changes - remember to resend the
email confirmation to participants.

E-Mail to o participants: et

To som; Som
ce
ME Subjet | Conference Notdication "My first conderence” : Conference updated

Creator: Jane Doe
Date & Time: Oct 11, 2017 8:30 AM Pacific Standard Time
PIN: 497452

Conference Viewer:

D=285r2mk7%3dNaT8p $t8q3IbHIE2FTINGSTUSHID

8ridge Numbers, please choose:
Phone:
dial 415414652805, then enter PIN: 497452,
iPhone:
Join as Participant: tel://+15414652805,497452%
0SMO:
join as Participant: 0smo://+15414652805,4974520

Additional bridge numbers:

¥ 10/11/17 08:30 AM ¢

Open Persister
Moderated Pet
My first confier
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