Unified Meeting®

Quick Start Guide for Outlook Calendar

INSTALL UNIFIED MEETING
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Go to the web page URL found in your welcome email.

2 Click Download & Install.

3 Simply follow the download wizard and you'll have everything you need to
schedule and run effective online meetings.

(Op)H2 8 2+ )= Project Meeting - Appointment
ch

SCHEDULING A MEETING IS AS

£

Developer  Collaboration

lg_l &3 S catendar @ o z B2 show As: | Busy - O
SIMPLE AS... 1-2-3! i PO !
oo 3- Saved& Invite Insert Unified | [Appfintment|Scheduling | & Reminder: |15 minutes - Recurrence
Close Attendees “= Forwarfg~ Meeting Details = Assistant

Actions Unified Meeting Show Options
. . . Subject | Project Meeting T —
1 Double-click the specific meeting Location[Jo uing Unirea Heeting
time in your Outlook Calendar Starttime: |Thu 7/1/2010 v [430Pm ~| Clan day event
Endtime: | Thu7/1/2010 v [s00pm v|

O A e e M A Y A A S

You have been invited fo & meeting using Unified Meefing®

2 Enter the subject and click Unified

Meeting. Join the meeting and be automatically dialed
https:/obby.mc.iconf netigecobby/start_meeting asp?ba=300000649&strLogin=2476400125&strCC=US
. . P Need help? Contact tech support - available 24/7
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Not on the web? Phone-only access:

START AND JOIN MEETINGS Toll Free (57 325 3824

Toll (706) 758-1503

1 Open the appointment in your Outlook Calendar. The meeting access
information will appear in the body of the appointment.

2 To join the meeting, the moderator and participants click their respective links to
join the meeting.

3 Unified Meeting will prompt moderators and participants to enter
telephone numbers to be automatically dialed or choose to dial into the meeting.

How are you joining the meeting?
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