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Introduction

25

Polycom MGC Personal Scheduler is designed for scheduling audio and

video conferences on the MCU directly from the Microsoft Outlook®
application.

Using the standard Microsoft Outlook conventions, the user schedules the
conference start date and time, conference duration, and invites other
participants from their Microsoft Outlook Calendar.

MGC Personal Scheduler is a plug-in to the users’ Outlook Client
application. The plug-in communicates with the MGC Personal Scheduler
Server (MGC Web Server Manager), which reserves the conference on an
MGC unit.

For more details on using the MGC Personal Scheduler with the MGC
WebCommander application, refer to the MGC WebCommander Web Server
Manager - Installation and Configuration Guide, Version 8.0.

MGLC Persoral
Scheduler Flug-In

|
I

MGC Personal
Exchange Server Scheduler Server
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Chapter 1 - Introduction

Package C

The MGC Personal Scheduler is configured by an Administrator who
e-mails the Personal Scheduler application to end-users or use the automatic
Client installation. The installation of the client software is automatic -
allowing Personal Scheduler to seamlessly interface with the end-users’
Microsoft Outlook application.

Once the user schedules the conference in Microsoft Outlook, it is submitted
to the Personal Scheduler Server for MCU resource availability. An accept/
reject notification box opens, notifying the conference organizer if the
conference has been successfully reserved on the MCU. The conference is
rejected by the MCU when resources are insufficient to run the conference at
the requested date and time (or dates and times if a recurring conference). If
the conference is accepted, a signature is added to the conference e-mail,
including various conference parameters required to start the conference, such
as the conference name (for IP and ISDN conferences), password (if
applicable), and the dial-in number (for IP and ISDN conferences). Users can
modify the conference date, time, duration and add/delete participants using
the standard Microsoft Outlook conventions.

Users who have Polycom WebCommander can monitor conferences reserved
via Personal Scheduler on the WebCommander Web site. For users who have
Polycom WebOffice, Personal Scheduler enables a WebOffice user’s to
schedule a meeting/conference.

ontents

The MGC Personal Scheduler package includes:
*+  MGC Web Server Manager
*  MGC Personal Scheduler Client application installation utility
+  Databases
+  Conference Templates
*  Documentation
— MGC Personal Scheduler Quick Start Guide (PDF)
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System Requirements

This section lists the MGC Personal Scheduler requirements. There are
different requirements for the computer running the MGC Web Server
Manager and for the computer running the MGC Personal Scheduler for the
Client.

Personal Scheduler MGC Web Server Manager requirements:
+  PC with Pentium 166 MHz or higher processor
+ 64 MBRAM

«  Windows® NT/2000/XP operating system

«  Free hard disk space:
— For MGC Web Server Manager application: 20 MB
— For database records: 30 MB
— If SQL database is installed: 200 MB

+  Database Software:

— For a small database, the Access.mdb file can be used; no software
is required

— For a large database, use the Microsoft SQL Server version 7.0 or
the SQL 2000 application. Windows NT Service Pack 4.0 or later is
also required

package, the WebCommander server requirements must also be met. For more
information, see the MGC Web Server Manager Installation and Configuration
Guide.

§ If Personal Scheduler is installed as part of the Polycom WebCommander

Personal Scheduler Client requirements:
«  PC with Pentium 166 MHz or higher processor
+ 64 MBRAM

+  Windows® 95/98/ME/NT/2000/XP operating system
«  Microsoft Outlook® 2000 and above
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Prerequisites

This manual assumes the user has the following knowledge:

»  Familiarity with the Windows environment

»  Familiarity with Microsoft Outlook®

«  Basic knowledge of video conferencing concepts and terminology

About the MGC Personal Scheduler User’s
Guide

The Personal Scheduler User’s Guide includes the following topics:

*  Chapter 1 - Introduction
Provides a general description of Personal Scheduler, System
Requirements and Prerequisites.

»  Chapter 2 - Installation and Configuration
Includes information the Administrator needs to install and configure the
MGC Web Server Manager, SQL Database and Conference Templates. It
also describes how to deploy the application to end-users.

»  Chapter 3 - Managing Conferences
Describes how the end-user sets up conferences using Personal
Scheduler, including modifying and cancelling meetings and recurrent
meetings.

1-4



Installation and Configuration

After the Administrator installs the MGC Personal Scheduler package, he/
she configures the Client software for deployment for end-user installation.
Personal Scheduler is configured solely by the Administrator; there is no
configuration required on the part of the end-user.

After Personal Scheduler is configured, the Administrator sends the
Personal Scheduler Client application by e-mail or can use the automatic
Client installation. The Personal Scheduler client is automatically installed
when the end-user runs (double-clicks) the attachment. For more
information, see “MGC Personal Scheduler Software Installation” on
page 2-2.

Administrator installation and configuration of Personal Scheduler includes:
»  Personal Scheduler Software Installation
+  SQL Database Configuration (if an SQL Database is used)
*+  MGC Web Server Manager Configuration
— Connecting to the Server
— Adding MCUs
— Connecting MCUs
— Personal Scheduler Configuration
+  Template Management
»  Client Application Administrator Installation (optional)

+  Client Application Deployment

241
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MGC Personal Scheduler Software Installation

25

The Administrator has the option to automatically deploy the Personal
Scheduler Client by installing the Client automatically or enable user to
manually install the Client on the hard disk. The Administrator of MGC
Personal Scheduler Client can enable the user to install the Client in one of
two ways:

»  Attach the ClientInstall Version 8.0 folder in an E-mail enabling the
user to save the folder to disk. The user then installs MGC Personal
Scheduler by double clicking setup.exe icon in the folder. For further
information, “Deploying the Client Application” on page 2-2.

*  Alternatively, send the link of a folder located on the network in an E-
mail. To install Personal Scheduler, the user double-click’s the setup.exe
icon.

When the MGC Personal Scheduler is configured by the administrator,
the Client application is deployed on the network by sending out an e-
mail with an shortcut as an attachment. Users open this self-extracting
file which automatically installs the MGC Personal Scheduler on their
computer. The Installation Wizard guides you through the installation
process of the Personal Scheduler software.

In version 8.0 the Visual Configuration file is automatically backed up. This
allows you to re-install the MGC Personal Scheduler without losing your
configurations. It is recommended to close Microsoft Outlook during the Client
installation. The MGCScheduler.oft file is automatically backed up in the
CustomizeMGCSchedule.oft file located in the ClientInstall folder. If Personal
Scheduler is installed as part of the Polycom WebCommander package, the
WebCommander server requirements must also be met. For more information,
see the MGC Web Server Manager Installation and Configuration Guide.

Deploying the Client Application

After Personal Scheduler is configured by the Administrator, the Client

application is deployed by sending out an e-mail with an attached shortcut.
End-users open this self-extracting file which automatically installs Personal
Scheduler on their computers.

To e-mail the Client application shortcut:

1. Create a new e-mail message.
The New E-mail Message window opens.



On the Insert menu, click File, or click the Attach File icon.

The Insert File dialog box opens.

MGC Personal Scheduler Quick Start Guide

Browse to the directory where the Client Setup file is located. By default
this file is located at: C:\Program Files\sMGC Personal Scheduler
8.0\Personal Scheduler\ClientInstall.

Click the Setup file.

Click the Insert button arrow, and then click the Insert as Shortcut

option button in the list.

Look in: I 3 clientInskal

j ¢=|®Xﬁ'1’00|§v

2|

_userl.hdr
DATA.TAG
@ datal
datal.hdr
layout
setup.lid
@ _sysl
_sysl.hdr
@ setup
_INST321
[~ _1sDel
AEm
_Setup.dl
lang

o5

=l

Preview not available.

L«l

File nare: I

Files of bype: IAII Files

[
[

The link appears in the e-mail message as a shortcut.

Insert &

Insert
Insert as Text
Insert as Attachment
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Send the e-mail to end-users for installation.

¥ OutlookCommander Client Software - Message (Rich Te

J David 2 -

Almsu
JEiIe Edit Wiew Insert Format Tools Actions Help

e @& =B R0 @8 ! 3|

To... | IBiIIyJ John, Lisa, Sam, Polly, Matalie, Willy, Jennifer

-4

| Ogtions... | @ -

oo |||
Subject: IMGC Personal Scheduler Client Software
Hi -

Attached a shortcut to install Personal Scheduler . Just click the icon below and a
self-extracting file will automatically install the application on your computer.

If you have any questions, feel free to contact me.

Yours,
Bob
System Administrator

=

Shorteut ko
Setup.exe

=
7. Once the e-mail is received by the end-user, he/she should double-click
the shortcut to start the self-extracting installation of Personal Scheduler.
8.

In rare instances when the MGC Personal Scheduler cannot recognize
the Clients e-mail address, the following dialog box opens, asking the

user to enter their e-mail address. This dialog box only appears once, the
first time the Client installation is installed.

MGC Personal Scheduler =

Fleaze Insert your Email Address:

Cancel

The folder where the Setup file is located must be shared or the end-user
cannot access the installation shortcut.
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SQL Database Configuration

The database enables access to various database tables, such as the MCUs
Users and Groups lists.

Personal Scheduler includes two default databases: Access database and SQL
database. If you are using the Access database, you do not have to define any
additional properties. If you are using the SQL database, you must define the
MGC Web Server user properties.

When more than one application needs to be connected to the database, such
as the MGC Manager, Personal Scheduler and PathNavigator, it is
recommended to use the SQL database. It is also recommended to use the
SQL database when the number of users in the install base is more than 100.

To define the MGC Web Sever Manager user properties for the SQL
database:

1. On the Start-Settings menu, click Control Panel.

B3 cControl Panel

Metwark and Dial-up Connections
Printers
a Taskbar & Start Menu. ..

The Control Panel window open.

2. Double-click the Administrative Tools icon.

Administrative
Tools

The Administrative Tools window opens.

3.  Double click the Services icon.

b

Services

2-5
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The Services window opens.

=10l |
Jﬁctlnn iew |JQ--D|®| ||§“ L |2 |
Tree I Name 7 | Descripkion | Status | Startup Type | Log &n As | ;I
W %Netwurk Connections  Manages 0... Started Manual LocalSystem
%Netwurk DDE Provides n... Manual LocalSystem
%Netwurk DDE DSDM Manages s... Manual LocalSystem
MT LM Security Sup... Provides s, Manual LocalSystem
%Offi[eS(anNT Listener Started Aukomatic LocalSyskem
%Offi[eS(anNT Perso... Started Aukomatic LocalSyskem
%OFFiceScanNT RealT... Started Aukomatic LocalSyskem
%Operﬁrv\fﬁ_ﬂ Started Aukamatic LaocalSystem
Start Manual
%Perfnrmar Stop res... Manual LocalSystem
%Plug and F Pause esd... Started Automatic LocalSystem
%Print Spoc Fesume les Starked Automatic LocalSystem
%Protected Festart s pr, Starked Automatic LocalSystem
%QDS RSYP 5 M Manual LocalSystem
%Remote 4 AllTasks L Maral LocalSystem
%Remote A Ea.. Started Manual LocalSystem
%Remote th... Started Automatic LocalSystem
%Remo P Properties ? . Manual LacalSystem
%Remote ... Started Automatic LocalSystem
%Removabl Bst,,, Started Automatic LocalSystem
S8R ina and Remet... Offars e Nisahled | A Alstem El

|Start seryice Opersr7 _0 on Local Computer

4.

The OperSrvV8_0 Properties dialog box opens.

OperSry¥8_n Pranerties {Local Computer)

Gederal LogOn | Fec ver_l,ll Dependenciesl
Log of

" Local System account
I | Allow service o interact with desktop

ILocaISystem

Browse...

Pazsword:

Confirm password:

*f'ou can enable or dizable thiz service for the hardware profiles listed below:

2|

Hardware Frafile | Service |
Frafile 1 Enabled
Erctle | Disable |
QK I Cancel | Apply |

5. Click the Log On tab.

Right-click OperSrvV8_0, and then click Properties.
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6. Select This account and then click the Browse button to select the user.

The Select User dialog box opens, displaying the name of the selected

user.
1 Select User 21l
Look irt [ I] Fe.DUKE-SERVER [
Mame | In Folder |
ﬂ Adminiztrator FE-DUKE-SERVER
% Guest FE-DUKE-SERVER
€ IUSR_FEDUKE-SERVER FE-DUKE-SERVER
€ lwiaM_FE-DUKE-SERVER FE-DUKE-SERVER
ﬂ TelntermetU zer FE-DUKE-SERVER
M ame: I
)8 I Cancel
4

7. Select the user name from the list, and click OK.
The OperSrvV8 0 Properties dialog box opens.

OperSry¥8_0 Properties {(Local Computer) ﬂﬂ

General LogOn | Hecoveryl Dependenciesl

Log on as:

cal System account
I | llovs service to interact with desktop

% Thiz account: I.\IUSH_FB-DUKE-SEH Browse... I

Confirm password:

*f'ou can enable or dizable thiz service for the hardware profiles listed below:

Hardware Profile | Service |
Frafile 1 Enabled
Erctle | Disable |
QK | Cancel | Apply |

8. In the Password field, enter the user’s password.
9. In the Confirm Password field, enter the user’s password again.

10. Click OK to confirm and complete the procedure.
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MGC Web Server Manager Configuration

The MGC Web Server Manager application is the user interface for
configuration of Personal Scheduler. It allows the Personal Scheduler Server
to communicate via the MGC Web Server with the MCUs.

Configuration of the MGC Web Server Manager includes:
«  Connecting to the Server

«  Adding MCUs

+  Connecting the MCUs

»  Configuring Personal Scheduler

To start the MCU Web Server Manager application:

1. On the Start - Programs menu, click MGC Personal Scheduler 8.0, and
then click MGC Web Server Manager.

N & Internet Explorer

Microsoft Excel

Diocuments P EE Microsoft Outlaok

5 Microsoft PowerPoink
Microsoft \Word

Search 4 Ls:l Outlook Express

@ Snaglt LS

E MEC Web Manager ver 8,00 ;% MEC Web Server Manager

@ MEC Manager ver 8.0 » BETT

v |

Programs

&

Settings

Help

Bun deF Configuration |

B
H o
IS
=
51

Shut Down,.. |

The MGC Web Server Manager Login dialog box opens.

MGLC Web Server Manager Login

Login M ame: Iadmin‘l
Password: I**ﬁ

Login I Cancel |

2. Enter the Login Name and Password, and click Login.

@ The default Login Name is admin1. The default Password is 123.
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The MGC Web Server Manager window opens.

%MGE Web Server Manager Yersion 8.0.0.10 10l =|
File Edit Yiew Options Help

55
ame | Selected Default |
@ AccordDE
@ AccordSoL Global
-8 AccordsqL
Ready |Data Base Mame: v

Connecting the MGC Web Server Manager

The MGC Web Server Manager application is the link between the MCU and
the Personal Scheduler Server. The MGC Web Server Manager must first
connect to the Personal Scheduler Server before the connection to the MCU
may be initiated.

To connect the MGC Web Server Manager:

*  Right-click on the Server icon and then click Connect Server.

BT

Connect Server.... FB

Seleck Sefve

Terminate Server ChrlDE|

When MGC Web Server Manager application is connected the X is
removed from the Server icon and a blinking green LED indicates that
the Server is active.

- E:% Server

2-9
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Adding a New MCU
Conferences are reserved on an MCU. At least one MCU must be defined in

the MGC Web Server database.

To add an MCU:
1. Click the [+] icon next to Database to expand the list.

2. Click the [+] icon next to <Database name> to expand the list.

3. Right-click on the MCUs icon, and then click Add New MCU to DB.

Add Mew MCJ to dB.... |

The MCU Properties dialog box opens.
x

Name: [ ISDNPef[
ey 0 . 0. 0.0 Waspee |
Loan: IW First Mumber: I'IUUU—
Passuard: IW Last Mumber: I‘ISSS—
Order: |2—

()8 I Cancel | Advanced > |

4. Fill in the fields as described in Table 2-1.

Table 2-1: MCU Properties Fields

Field Description

Name The name of the MCU. Specify a name that clearly
identifies the MCU.

IP Address The IP Address of the MCU. This should be the IP
address of the MCU LAN control port (and not the IP
of the H.323 card).

Login The login name used when connecting to the MCU.

2410
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Table 2-1: MCU Properties Fields

Field

Description

Password

The password used when connecting to the MCU.

ISDN Prefix

The first digits of the MCU number that are added at
the beginning of the dial-in number allocated by the
MCU. The full dial-in number is allocated by the
service provider that supplies the phone line - as the
call passes through the PBX, the MCU truncates
part of the full number.

This number is configured in the MGC Manager
application. For details on this prefix, ask your
System Administrator or MCG Manager operators.

H.323 Prefix

The MCU prefix that is added to the conference
name. This number appears in the conference
e-mail signature that is sent to conference
participants.

This prefix must be the same number that is defined
in the Gatekeeper - the number is defined in the
MGC Manager in the Network Services Properties
dialog box, Gatekeeper tab.

First Number

The first phone number in the range of dial-in
numbers that can be allocated by the MCU. These
numbers are added to the Prefix number to compose
the complete number dialed by participants when
connecting to the MCU. For example if you enter
1000, and the prefix is 97865, the first dial in number
in the range is 978651000.

Last Number

The last phone number in the range of dial-in
numbers that can be allocated by the MCU. These
numbers are added to the Prefix number to compose
the complete number dialed by participants when
connecting to the MCU. For example if you enter
9999, and the prefix is 97865, the last dial in number
in the range is 978659999.

21
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Table 2-1: MCU Properties Fields

Field

Description

Order

The order in which the MCUs are selected to handle
a new conference when two or more MCUs are
connected. When a new conference is started, the
system tries to establish it on the MCU numbered
as 1. For more information, see the MGC Web
Server Manager User’s Guide.

If Personal Scheduler is installed as part of the
Polycom WebCommander package, the
WebCommander server requirements must also be
met.

5. In order to work with firewalls, the MCU listening port can be
selected. The default listening port is 5001. The Internet Assigned
Numbers Authority (IANA) assigned a new port number (1205) to the
MGC Unit (Polycom MCU). If you have problems connecting to the
MCU with port 5001, click the Advanced button to select the new port

number.

6. Inthe Port Number list, select 1205.

MCU Properties ﬂ

IpAddress: | O

0.

Mame: I ISDM Prefis: I

0.

L IPDLYEDM First Mumber: I'IDDD
Password: IPDLYCDM Last Mumber: I‘ISSS

1] H323 Prefix: I

Order. |2

Fart Mumber: | 5001 hd

0K

7. Click OK to confirm and add the MCU to the MCUs list.

212




MGC Personal Scheduler Quick Start Guide

Connecting an MCU

After you have connected to the MGC Web Server Manager and added at
least one MCU, you can now connect the MCU.

To connect to an MCU:
1. Click the Server icon to display the list of MCUs currently defined in the
MGC Web Server Manager.

%MGE Web Server Manager Yersion 8.0.0.10 ;|g|5|
File Edit Yiew Options Help
2 5 <
[ Server Mame | Ip | Login | Password
- |G_MCU 17z.22.188.112 ACCORD ACCORD
@ GProduct Management 172,22.185.40 ACCORD ACCORD

' Personal Scheduler Templates
Bl AccordsqL

| | »
|Data Base Mame: AccordDE - Sys DSM (C: 2

Ready |

The MCU s list contains all of the MCUs currently defined in all
databases set in the MGC Web Server Manager application. If the same
MCU is defined in two databases, it will appear twice in the MCU list.

2. Right-click the MCU icon, and then click Connect.

Properties

The system connects to the selected MCU. The MCU status that appears
in the Status area changes first to Connecting during the connection
procedure, and then to the current connection status at the end of the

connection procedure.

@ For details on the MCU statuses, refer to the MGC Manager User’s Guide.
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Personal Scheduler Visual Customization

214

The administrator can specify the text, icons and images, and configure the
Tab fields and properties in the client’

Customization From the MGC Personal Scheduler Configuration

Window

The following items can be customized in the Outlook New menu from the
MGC Personal Scheduler Configuration window:

*  Meeting request menu name

*  Appointment request menu name

«  Menu icons

s Personal Scheduler.

& Inbox - Microsoft Outlook

File Edit Wiew Favorites Tools Actions Help

|
| @uen]r

'I MMail Message Chrl+m

= | S | €9 Reply €89 Reply to Al

%] pastin This Faolder  Ctrl+3Shift+35

#7 Falder... Ctrl+Shift+E | [Mailbox - Gi
Outlook Bar Shorteut, .
75| appointment Ctrl+shift+a pms (101
o~
Menu ico i
mander 5.5
?Meeting Reguest  Cbrl+Shift+Q
Contact Ctrl+Shift+C
£2] Distribution List Chrl+5hift+L
Task Ctrl+Shift+H
1) Task Request Ctrl+Shift+U
[:Q Journal Entry Chrl+5Shift+1
2 Nate Chrl+Shift+n [
[ Office Document  Ctrl+3hift-+H
Choose Form... mander
Personal Folders File {.pst)...
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The following Message Header title can be customized in the E-mail message
from the MGC Personal Scheduler Configuration window.

i Meet - Meeting

=10 x|
J " Accept | “? Teptative | ¥ Dedine | ECal_endar‘.. | (] | * ‘ E RS @ -

Jale Edit View Insert Format Tools Actions Help |

& Ma responses have been received For this meeting.
Conflicks with another appaintment on your Calendar

From: Knoop, Duke Sent:  Wed 2/4/2004 13:06
Required: Knoop, Duke

Optional:

Subject: Meet

Location: Office

When:

“Wednesday, February 11, 2004 13:00 ta Thursday, February 12, 2004 13:30,

=
WiaViden Auto
| Cannection.plerm

-------- (Schedu\ed Meeting/Appointrment Information\ Message.
J Header title
Conference dialin number is: 994

Conference IP dial in number is: 17152604
Conference name on bridge: Meet_123729

Corference |D is: 2604




Chapter 2 - Installation and Configuration

216

The MGCScheduler.oft file is automatically backed up in the
CustomizeMGCSchedule.oft file located in the ClientInstall folder.

File Edit View Favorites Tools  Help

X ClientInstall

=1

Ggack - & - (2] | Qoearch [Ryroders (B[ U5 03 X o | E-

Address [ Ci1program FilsiMGC Web Manager ver 7.0\MGC Personal ScheduleriClientInstall ~| P
Folders x [ = = Hame_* | Size | Type [ Madiiec
£ MGC Web Manager ver 7.0 = "D L ] _mstaz1 292KB EX_File 10j2119
{1 confrollersite - [ _1spel 27KE  Application 10/2/19
@0 confsite ClientInstall _Setup.di 34KB  Applcation Extension  9j29(18
£ Crashieport D syt 178KE  WinZip File 10jzziz
] DataBase Customize MGC Schedule [#] _sys1.har 4KB HDR Fils 10j27j2
{1 LoggerRedgistrations Outlook Item Template =1 E— 10jzziz
| {1 malBoxRegistrations Modied: 7i23/2004 16:16 PM HDR: File 1njzzi2
£ MGC Personal Scheduler 79KE  Outlook Ttem Template )7/29/20
] 2 dlientInstall Size: 785 KB TAG File 100272
21 micrasoft frontpage Attributes: (narmal) U data e 1072742
(1 Microsoft Office [#] datat har 7KB HDR Fils 10j27j2
23 Micrasoft visus! Studio #]tang SKE DATFie a8t
{1 M Apps [#]vout 1KB BINFie 10j27/2
1 MM Messenger ET]MaC Schedule 79KE  Outlook Item Template  7/29/20
1 MssML 4.0 L] MGC ScheduleBackup 79KB Outlook Item Template  7/28/20
1 Metheeting W Macscheddle ZKE  Bitmap Image si2njzo
{1 outlok Express B mGCscheduleBackup 2KB  Bitmap Image 5/20120
+-C Polycom ] as 1KE DATFile Fz7i1g
L1 Polycom Israel (] server 1KB Text Document 8i17j20
3 skype Setup 70KB  Application 10§2419
{1 Symantec ] sETUR 1KE Configuration Settings  10/27j2
3 Techsmith o Bsewn B0KE Internet Communicat... 10f27/2
{1 Trend Micro ] setup.iss 1KE 155 Fils 10j28i2
23 windows Jourmal Viswer el setup i LKE LIDFiE wzjz
£ windaws Media Player | #] SetupFinishRebaot iss 1KB ISSFil 2j1f200
£ windows NT [Flurloadaddin 161KE  Application 7iesizo

= Wi -

4 | _bl_l 4] | |
Type: Outlook Item Template Size: 78.5 KB [78.5k8 =) My Computer v

When the MGC Personal Scheduler is re-installed, for example with you
upgrade your version, the administrator can simply copy and paste the Visual
Configuration information from the CustomizeMGCSchedule.oft file to the
MGCScheduler.oft file prior to deploying the Client application. This saves
the administrator the need to re-configure the Visual Configuration.
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MGC Personal Scheduler Parameter Configuration

After the MGC Web Manager is connected to the Personal Scheduler Server
and at least one MCU has been connected, you can set the Personal Scheduler
configuration parameters in the MGC Web Manager application.

To configure Personal Scheduler from the MGC Web Manager:

1. Right-click the Database icon, and then click Personal Scheduler
Configuration.

‘-:'4]MGE Web Server Manager Yersion 8.0.0.10 (Server ¥ersion: 8.0.0.15; P - |EI|1|

File Edit Yiew Options Help

ame | Selected Default |
@ AccordDE

. @ Accar FEHa. . . @ AccordSoL Global
- Accdte  Personal Schedulsr Configuration. ..

Ready |Data Base Mame: v
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2.

The MGC Personal Scheduler Configuration dialog box opens.

MGC Personal Scheduler Configuration x|
~ Custarmi
Database:
Mesting Requsst Menu Name:
User admin
[Palycom Mesting Request
Templates Group: | Default =
Appoirtment Menu Name:
P Address: localhost [Felycam Agpainment
Poit Number: EC
5005 Message Header Title:

Prefersnct [Secheduled Mesting/ppointment Informstion
[¥ Enable MCLU Selection
¥ Enable Dial Out

™ Enable Numeric Confererce Name

Menu leon Path:
¥ Allow Undefined Users

Browse.
FreConference fctivation. [T =] in ! —'l
Enable Linit Recurences
Lirit Besurences rumber: [0 = by
¥ Enable Diabin Endpoints/Phones

¥ Show Via Vidzo Auto Connection fisld

I™ Include time fields in E-mail Fomat

¥ Allow Language Selection

Default Language: -

Monitor Link Addiess:

<< Customize
o | concel |

Fill in the fields as described in Table 2-2.

Table 2-2: MGC Personal Scheduler Configuration Fields

Field Description

Database Select the database that contains the Conference
template that will be used to schedule conferences
from the Personal Scheduler.

The database contains five default Conference
templates. For more information on templates, see
Personal Scheduler - Appendix A or the MGC Web
Server Manager, Chapter 4.
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Table 2-2: MGC Personal Scheduler Configuration Fields

Field

Description

User

Select the User name that the client software uses to
login to the database. This login is transparent to the
User.

Each User is assigned permissions which defines
his/her access rights to various Groups.

It is strongly recommended to use User admin1, as
this User has full read and write permissions in the
database.

If you change the User, you must make sure that this
User has all permissions assigned to the Group
selected, and that the Group has valid templates
under it.

Templates Group

Select the Templates Group name that the client
software uses to login to the database. This login is
transparent to the User.

Template Groups increase system security as they
limit the access to conferences and participant data
to authorized users only. The Groups contains the
templates that are used with the Personal Scheduler
application.

It is strongly recommended to use the Templates
Group Default, as this is the Group where the
default templates are located.

If you change the Group, you must make sure that
the Group has a User with all permissions assigned
to it, and that the Group has valid templates under it.

IP Address

Enter the IP Address of the computer on which the
Personal Scheduler server is installed.

The IP Address automatically gets written to the
server.txt file, which is part of the client installation
files. It is distributed to all end-users and is used by
the client application to connect to the Personal
Scheduler Server.

Note:

In this field, We recommend you put the computer
name (preferred) of the server or the IP address of
the server.
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Table 2-2: MGC Personal Scheduler Configuration Fields

Field

Description

Port Number

Enter the Port number of the computer on which the
Personal Scheduler server is installed.

The Port number automatically gets written to the
server.txt file, which is part of the client installation
files. It is distributed to all end-users and is used by
the client application to connect to the Personal
Scheduler Server.

Note: When Polycom WebOffice software is
installed the port number settings in the Web Server
Manager change to 5005. In that case, in the Web
Server Manager you are required to manually
change the MGC Personal Scheduler Configuration
port settings to 5006.

Preferences

Enable MCU
Selection

When this check box is selected, an MCU list
appears in the Polycom Office window when
creating a new Appointment or Meeting in Outlook.
This list contains ‘Auto’ and a list of connected
MCUs. When ‘Auto’ is selected, the system selects
the MCU according to the order in which they are
defined in the MCU table in the MGC Server
Manager.

Enable Dial Out

When this check box is selected, the user can select
dial-out endpoints. When the conference starts the
MCU will call these endpoints.

Enable Numeric
Conference Name

When this check box is selected, the conference
name can be numerical. This is an advantage for
dial-in IP endpoints that do not accept alphabetic
strings.

If this check box is cleared, the conference name
can only be alphabetical.

Allow Undefined
Users

When this check box is selected, any user with the
MGC Personal Scheduler can schedule a
conference. If this check box is cleared, only users
that are predefined on the Server Manager can
schedule conferences.
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Table 2-2: MGC Personal Scheduler Configuration Fields

Field Description
PreConference You can select to start the reservation x minutes
Activation before the conference start time. This is

recommended to allow dial-in participants to connect
to the conference a few minutes before the start
time. The default value is 10 minutes.

Enable Limit
Recurrences

Click Enable Limit Recurrences. The Limit
Recurrences number is enabled. Select the number
of reservation recurrences permitted when initiating
an meeting invitation.

Enable Dial-in
Endpoints/Phones

When selected the Dial-in Endpoints/Phones field
appears in the Outlook Polycom Office window.

If disabled the user cannot view or edit this field,
however the definition settings are still taken from
the conference Reservation Template, enabling
participant dial-in.

Show Via Video
Auto Connection
field

When selected, the Show Via Video Auto
Connection field appears in the Outlook Polycom
Office window. The *.plcm file can then be added as
an (optional) attachment to the meeting invitation.
When the meeting participants click on the ViaVideo
link, their ViaVideo endpoint automatically opens
and connects to the On Going conference.

Include time fields
in E-mail Format

There are a number of “time” fields marked by an
asterisks (*) in the Customize E-mail Format
window. For more information see, the Web Server
Manager User’s Guide, Chapter 4.

These fields can be enabled by the administrator in
any Personal Scheduler Client E-mail by selecting
the Include time fields in E-mail Format option in the
Web Server Manager - Personal Scheduler
Configuration window.
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Table 2-2: MGC Personal Scheduler Configuration Fields

Field Description
Allow Language Select this box to enable the default language
Selection selection. The default language of the MGC

Personal Scheduler is the default language of the
computer’s operating system.

Default Language - From the drop down box select
the default language of the WebCommander Web
site.

Language selection allows for a different language
to be set as the default language for the text of the
automatically generated E-mail messages and for
the Personal Scheduler pop-up message boxes in

Outlook.

The languages supported include:
* English

* French

* German

* Chinese

* Chinese Traditional
* Japanese
* Portuguese

* Spanish

* Norwegian
* ltalian

* Russian

* Swedish

» Croatian

* Hungarian

* Polish

* Slovak
Monitor Link The IP link (address) of the Personal Scheduler
Address monitor module.

Enter either the DNS name or IP address.
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Table 2-2: MGC Personal Scheduler Configuration Fields

Field Description

Customize

Meeting Request Specify the Meeting request menu name.
Menu Name

Appointment Enter the Appointment request menu name.
Menu Name

Message Header Enter the name of the E-mail Message Header.
Title field

Menu Icon Path Enter the path of the bitmap. The File must be in
.bmp format.
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Customization from the Microsoft Outlook Editor

The following items can be customized in the Polycom Personal Scheduler
tab from the Microsoft Outlook Editor/Form Configuration window:

. Tab name

»  Tab fields (name and location)

«  Tab images

«  Tab general properties

The names and location of the tab fields can be changed, but they cannot be

deleted.

Tab name

B Untitled - Polycom Office

|

erd | S 1 | B B | 3 Reurence.. Becancelmtation. | 1 4 [ %] @

Y

Confert

\ Dial-in

olycom WebCffice meeting

Inwite Diglout Endpoinks = |

[¥ wiaiden Auto Connection

nce Type: Product Management - MCU Selection:
ndpoints/Fhones: 3 Meeting Invitation
Language

IAutU vl
IEngIlsh vI

Images

Field name
and location
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To customize the Personal Scheduler - Polycom Meeting Request
properties:

1. Double click on the MGC Schedule file located in MGC Personal
Scheduler 8.0\MGC Personal Scheduler\ClientInstall.
& ClientInstall 10l =|
File  Edit View Favorites Tools  Help ﬁ
s Back v = - | Qhsearch [YFolders ¢4 | i L x5 | -
Address I [ . 0 j Go
= [ _INST321 [ _150el _Setup.dil
I'D | I | @ _sysl _sysl.hdr @ _userl
B _userl.hdr @Customize MEC Schedule DATA.TAG
ClientInstall P datal ] dakal-hd [#]lang
@ layout @MGC ScheduleBackup
Select an ibem ko view its description, %"MGCSchedule %’MGCScheuleBackup os
2] Server gSetup ] SETUR
See also: Eﬁgsetup Setup.iss setup.lid
My Documents SetupFinishReboot iss ﬂshortcut to Setup EUnLoadAddin
My Metwork Places
My Computer
|27 abject(s) [1.40mE [\ My computer 4

If your server does not have Outlook 2000 installed, you must copy the
MGC Schedule file to a computer that has Outlook 2000 to customize the
file. After the file has been customized, return the file to it’s original
location (MGC Personal Scheduler 8.0\MGC Personal
Scheduler\Clientlnstall).
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The Polycom Office window opens in Microsoft Outlook.

B Untitled - Polycom Office =18l x|

| i=15end | =N | o, | % Recurrence... @ Cancel Tnvitation. ., | [ § | * ‘ @ .

| Ble Edit wew Insert Format Dooks Actions Help ‘

Appointment ] Polycom Office I Attendee Availability ]

% POLYCOM'

I Palycom webOffice mesting [V viaviden Auto Connection

Froduct Management  w
3

Conference Type: MCU Selection:

Auto -
English -

Dial-in Endpoints{Fhones: Mssting Inwitation

Language

Inwite Dial-out Endpaints 3 i
Fl | 3

From the Tools menu, click Forms and then click Design This Form.

Hiidl Untitled - Polycom Office =101

JEi\e Edit Miew Insert Format | Tools Actions Help |
50d [ & 0 8 <V e IR

Appointment | Polycom OFfice 9., Check Names

&, Invitations have nat been sen  Address Book,,  Crh-Shift+8
Conflicts with anather appaintr |

LI I Macro »
Subject: I Customize. ..

Location: I

R L= - ng: [Micrasoft HetMeeting -

d a Publish Form As...
j Script Debuager

| [s:00Fm
| [eznpm

‘g I+ Reminder: [15 minutes j&l Shiow kime as: |Busy s

Stark kime; ISun 62942003

Endtime:  [Sun 6/29/2003

|
Categaties, .. Private [

Contacts... |
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The Design window opens
B Untitled - Polycom Office  {Design) ;Iglil
J.@ | LML i) 1§]| B &g ”EHEdltCnmpnsePag_e‘EmtReadPage ”E% | -
EEEE AEAEE

JB|E Edit YWiew Insert Format Tools Actions Form Layout Help ‘

A% Recurrence. .. @; Cancel Invitation. ..

Appointment ] Palycom Cffice | [(1] ] P4 ] (P.5) ] (P& I ttendee Availability ] (Al Fields) I {Praperties) ] (Actions)

K
Frequently-used fields ‘l

All Day Event =
Atkachment

[~ Polycom WebOffice meeting [V viavideo Auto Connection Categaries

Contacts

Created —

- . Conference Type: IPrnduct Managemenk 'l MCU St Eri
4 End —
\ Dial-in Endpoints/Phones: |3 Meetin [feon
i \ Langue

Location

8 L //” Chairperson Password: li I Sl
v Message |

L// Optional Attendees
b Monitor Conference

3% POLYCOM

Recurrence 'I

|
Invite Dial-ouk Endpaints =:
-
4 | vl

Select the Polycom Office tab.

To change the name of the tab, from the Forms menu, click Rename
Page.

] Untitled - Polycom Office {Design}

J File Edit View Insert Format Tools Actions | Form Layout Help

|BanEmn|E-a -5t

J =] Send | =M | L5 | £ % Feclrrence, . @ Field Chooser

'}@ Control Toolbox
Set Grid Size. ..

= Properties
3% POLYCOM Rt
Wiew Code. ..
Run This Form

‘ ¥

Appointment I Polycom Office I (P.3) I (P

The Rename Page window opens.

Page name:

Enter the desired name of the tab and click OK.
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5.  To move the location of a field, click on the ficld name in the window,
and drag and drop the field to the desired location in the window.

6. To change the name of a field, click on the field name in the window,

highlight the current field name and replace it with the desired field
name.

7. To change the images in the window, right click Advanced Properties.
Can't: Wnda

Select Al
Faste

Properties

v Snap to Grid

v Show Grid

v Field Chooser
Control Toolbosx

Tab Order...

8. The Properties window opens.

x
Anply ||

BackColor OOFEEERE - Unknown -
BorderColor 50000010 - Button Shadow
BorderStyle 0-Mone

Caption

Cycle 0 - AllForms

CrawBuffer 32000

Enabled 1-True

Faont Bpt M5 Sanz Serif —
FaoreColor OOFEEERE - Unknown
KeepScrollBarsVizi0 - Hone

Mouzelcon [Mane]

MouzePainter 0 - Default

Picture Mone

Bich wadlianmant [7 . ra.]-.rm LI

9. Scroll down and select Picture.
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10. Click on the box located at the top right corner.

Apply ||[N0ne] ( D
CrawBuffer 32000

Enabled 1-True

Faont Bpt M5 Sanz Serif

FaoreColor OOFEEERE - Unknown
KeepScrollBarsVizi0 - Hone

Mouzelcon [Mane]

[l Foi 0 - Defaul

Ficturedlignment |2 - Center
FictureSizeMode |0 - Clip

Fi il 0. False
ScrolBars 3-Bath )

STrolHeigh 10—
Ceralll aft il LI

The Load Picture window opens.

Load Picture 21l
Look i I Y My Documents j - g Ef-
Carel User Files
MGI
My Albums
My Deliveries
My Magazines
My Pictures
My Received Files
Palycom
File name: j Open I
isplays the computers on your networklIES j Cancel /l
i

11. Select the desired picture and click Save.
The picture appears.

For more details on changing all of the general properties of the Form,
refer to your Microsoft Outlook documentation.

The factory default settings are stored in the file MGC ScheduleBackup located
in MGC Personal Scheduler 8.00MGC Personal Scheduler\ClientInstall. To
revert to the factory default settings, replace the MGC Schedule file with the
MGC ScheduleBackup file.
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Setting a Password
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You can specify a password that the conference scheduler is required to enter
prior to scheduling a conference from the MGC Personal Scheduler. This
password is specified in the User Properties. If this field is left blank, a
password is not required.

To specify a password for a new user:

1. Inthe Browser area, right-click the User icon, and then click Add New
User to DB.

-

Add MNew User ko dB.... |

The User Properties dialog box opens.

User Properties ﬂ

M ame: ||
Password: I
Confirm Password: l—

Permission: IAdministrator j

Email Address: I
webOffice URL: I

Directory Mame: I

[~ Custom MCU Select MELs |

Creation & Authentication > |

oK I Cancel |

"MEUS per Uzer:

2. Inthe Password and Confirm Password fields, enter a password for the
user, and click OK.

For details regarding the other fields in the User Properties dialog box, refer to
the MGC WebCommander Web Server Manager User’s Guide, Version 8.0.
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To specify a password for an existing user:

I.

2.

3.

In the Browser area, click the Users icon.
The Users list is displayed in the Status pane.

-'-t'-J-IMGE Web Server Manager Yersion 8.0.0.10 {Server Yersion: 8.0.0.10; Professional edil

File Edit Yiew ©Options Help

B2 2 -

!I% Server (LocalHost)
= | DataBase
=5 AccordDB
[l Defaults
i L User Defined Defauls
L) Conference Defaults
Participant Defaults
: g MiEC Manager Defaults
= Labels
MCUs

L Personal Scheduler Templakes
B~ AccordsgL

Iame | Permission | Ditectory Mame: | Entry Password | Chairperson Password
QACCORD Administrator - ACCORD

ﬁadmml Adrinistrator  adminl

QMDdZ Administrator - Mod2

ﬁoparl Operatar operl

QPOLVCOM Administrator  POLYCOM

Quserl Moderator userl

QuserZ Moderator,..  user2

QWEhOFfIEE Administrator  webOFfice

4

| B

Ready

|Data Base Name: AccordDE - Sys DSN (C:\Program Files\MGC ¥ 2

Double-click on a user’s name.

The User Properties dialog box opens.

Continue with step 1 in the previous procedure.
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Managing Templates

2-32

The template contains the conference parameters and is stored in the database.
A template is selected by the end-user when reserving a conference in
Personal Scheduler. Five default templates are included with Personal
Scheduler:

Default CoP
Default Video
Default-Audio
SW CP
Video-Switch

Refer to Appendix A for a detailed description of the default template
properties.

Additional templates can be created by the Administrator. Refer to the MGC
Manager User’s Guide for details on defining new templates.

By default the templates are installed in the Default group in the MGC Web
Server Manager. To enable all end-users access to these templates, it is
strongly recommended not to move the templates to a different location.

The templates should be given meaningful names by the Administrator so that
the end-user can easily identify the desired template.

To view the list of templates:

I
2.

Click the [+] icon next to Database to expand the list.

Click the [+] icon next to <Database name> to expand the list.
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3. Double-click the Personal Scheduler Templates icon.

-‘i'T:]MGE Web Server Manager Yersion 8.0.0.10 (Server ¥Yersion: 8.0.0.15; Professi

=lalx|
File Edit Yiew Options Help
? @A S S
o E.a Server (LocalHost) Marmne | Line Rate | Audio Algorithm | ‘Wideo Session | Layout
-2l DataBase SRMR 2B 16 (G728/Siren?)  Wideo Switching  1x1

@ AccordDB
= AccordsQL

Y Personal Scheduler Templates

Ready

|Data Base Mame: Accord3CL - SOL Server Mam 2

The list of templates appears.

To view the template parameters:

1. Right-click the template name and then click Properties.

&5 MGC Web Server Manager Yersion 8.0.0.10 (Server Yersion: 8.0.0.15; Professi

File Edit Yiew Options Help

=10l x|

B B T E TES S

------ E.a Server (LocalHost)
=& DataBass

&8 Accordoe
= AccordSoL
-';": Defaults
54 Labels

23 mcus

% Permissions

Y Personal Scheduler Templates

Line Rate

Video Session

‘Wideo Switching  1x1

Ready

|Data Base Mame: Accord3CL - SOL Server Mam 2
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The Conference Properties window opens, displaying the template
parameters.

Conference Properties ﬂ

Settings1 | Settings2 I

Fes: Mame: e Media Supported Metwark
'  Audio  IP[H323)

Conf. Entry Password : l— & Video, Audio & P [H323), ISDM,

‘wieb/Chairperson Password: l— ATH. WP

Mumeric [d: l— Uszer Defined 1: l—

Biling [ UserDefedz [
Uszer Defined 3: l—

Remarks: I

Pro-totion: IAuto hd l
Line Rate: 2B h
n& hate I J Dual Stream Mode: | [Mone] &
Audio Alg: I‘IB [Siren7/G728) j

Yideo Format: lh
Frame R ate: lh
Yideo Protocaol: lh
‘ | Carference O Fart ‘ Quality: lh

= T A T
T120 Rate: INone vl
FECC/LSD Rate: IN vl
= == Chair Cantral: INone VI
Cascade: I MHone - l
aster Mame: I—
Yideo Sessior: IVideo Switching 'l Ssierame

Layout in C.F:

[T wT1000 [ Resticted W SilencelT

I” RollCal

’i[ (L % - HH - QE - [¥ Entry Tone / Roll Call announcement
IV End Time Tone E Min
IV Exit Tane

()8 I Cancel |

2. Refer to the MGC WebCommander Web Server Manager - Installation
and Configuration Guide, Version 8.0, for details on defining the
template parameters.
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To add a new template:

1. Right-click the Personal Scheduler Templates icon and then click Add
New Personal Scheduler Res.

srheduler Temnlates

Add Mew Personal Scheduler Res. ..

The Conference Properties window opens, displaying the template
parameters.

Conference Properties ﬂ

Settings1 | Settings2 I

Fes: Mame: I[ Media Supported Metwork
 Audio  IP[H323)

Conf. Entry Password © l— & Video, dudio & P [H323), 1SDN,
‘wieb/Chairperson Password: l— ATH. WP
Mumeric [d: l— Uszer Defined 1: l—
Biling [ UserDefedz [

Uszer Defined 3: l—

Remarks: I

Pro-totion: IAuto hd l
Line Rate: 384 kby =
n& hate I o J Diual Stream tode: I[None] 'l
Audio Alg: I 16 [Siren? /GT28) j .
Yideo Format: IAuto 'l
[~ wTx1000 " Restiicted I SilencelT Frame R ate: IAuto vl
Yideo Protocaol: IAuto 'l
Quality: IAuto e l

= T A T

‘ | Carference O Fart

T120 Rate: INone vl
FECC/LSD Rate: IN ,l
- = Chair Control: INone vl
Cascade: I MHone - l
b aster Mame:
Yideo Session: IVideo Switching vl aster Name: I

LR
Spoutin I~ Roll Cal

Ooo O™ g
D[DD -1 .00 - QE ~ EEEE - " Entry Tone / Rall Call announcement
[ End Time Tone E Min
[T Exit Tare

()8 I Cancel |

2. Refer to the MGC WebCommander Web Server Manager - Installation
and Configuration Guide, Version 8.0, for details on defining the
template parameters.
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Managing Conferences

The MGC Personal Scheduler is used by end-users to schedule and reserve
audio and video conferences on the MCU via Microsoft Outlook.
Conferences are reserved using the Polycom Office Appointment or the
Polycom Office Meeting option.

When you create a meeting, you identify the people to invite and you send
them an e-mail invitation. The e-mail includes various conference
parameters required to start the conference, such as the conference name,
password (if applicable), and the dial-in number. When the invitee responses
to your meeting request, a message appears in your OutLook - Inbox folder.

The conferencing meetings can be recurring; appointments that repeat on a
regular basis. Conferences can also be modify and cancelled.
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Scheduling Conferences

To schedule a Polycom Office audio or video conference:

1.  On the File menu, click New, and then click Polycom Office
Appointment or Polycom Office Meeting.

(| E mew |-
B Mail Message Chrl+m

%] pastin This Faolder  Ctrl+3Shift+35

el

Contact Ctrl+Shift+C
£2| Distribution List Chrl+5hift+L
Task Ctrl+Shift+H

“«©

Alternatively, click the ¥ icon.
The MGC Polycom Office Scheduler window opens.

B Untitled - Polycom Office - |EI il
J end | =" | e, | £33 Recurrence... @k Cancel Invikation, .. | LI B | x ‘ 2 .

JEIE Edit Yiew Insert Format Tools Actions Help

Appointment l Polycom Office I Attendee Availability I

Adjacent to another appointment on your Calendar.

=

Subject: |

Location: I j [~ Thisis an anline meeting using: IM\crusUFt NetMeeting |-
Starttime: [T z/12/2004 =] [r7:00 | T Al day evert
Endtime:  |Thu2f12/2004 | [tz i

Z:;’ [¥ Reminder: |15 minutes = &I Show bime as: IBusy hd

|& Invitations have not been sent For this meeting. |

-]
Contacts, .. I I Categories... Private r
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2. Ifyou are scheduling a Meeting, in the 7o field, enter the participant

25

name(s)/e-mail address(es). (This step can be skipped if you are defining
an Appointment.)

In the Subject field, enter a description.

A subject must be entered to reserve the conference on the MCU. If no subject
is entered, an error message is displayed.

4. Enter the start and end times.

Optional: Select other options you want and write an e-mail message.

6. Click the Polycom Office tab.

7.

The Polycom Office window opens.

The view of this window is dependant on the Personal Scheduler Configuration
settings. In the Web Server Manager - Personal Scheduler Configuration
window you can add or remove the following fields:

* Via Video Auto Connection

» Dial-in Endpoints/Phones
* Enable MCU selection
* Enable language selection

BE] Untitled - Polycom Office =] o3|
| i=15end | EX| | o, | % Recurrence... @ Cancel Tnvitation. ., | [ | ble ‘ (] .‘
| Ble Edit wew Insert Format Dooks Actions Help ‘
eppointment. | Pelycom Offics | attendee avalabity |
I Palycom webOffice mesting [V viaviden Auto Connection
Corference Type: l—_lpmduct Vanagement =] MCU Selection: I_Aum =
Dial-In Endpoints{Phones: 3 Mesting Invitation  |English B
Language
Inwite Dial-out Endpaints 3 i

Fl | 3

Select the Polycom Office check box if you want this meeting integrated
with your Polycom Web Office meeting.
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10.

I1.

Select the ViaVideo Auto Connection check box to attach a ViaVideo
attachment to a Meeting invitation. When the Meeting participant clicks
the ViaVideo link, their ViaVideo endpoint automatically opens and
connects to the On Going conference.

From the Conference Type drop-down box select the appropriate
conference template. The conference template contains pre-defined
parameters. For more details on the templates, see Appendix A.

From the MCU Selection drop-down box select the desired MCU. The
selected MCU is stored in the registry and becomes the default MCU. If
Auto is selected, the MCU will be selected as defined in the Server
Manager. For more details on MCU selection, see Chapter 2, “MGC
Personal Scheduler Configuration” on page 2-14”.

Enter the minimum number of participants. This is the minimum number
of participants for which the system will reserve resources on the MCU.

For additional information on Conference Type, MCU Selection and Minimum
Participants, consult your Administrator.

12.

13.

From the Meeting Invitation Language drop-down box select the
language that is to appear on the Meeting Invitation.

To invite dial-out endpoints, click the Invite Dial-out Endpoints button.
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The Invite Dial-out Endpoints window opens.

Invite Dial-out Endpoints x|
Show endpointz from Group: I Default vl
Select the endpaints to invite to this meeting:
Endpaints | Selected Endpaints |
Amy Ay
Baob “rael
Brian John
Default-Participant > | Sam
John Stacy
Iati
Sam
“rael < |
oK I Cancel |

Endpoints are saved in the database and configured with a leased line
connection. When the conference starts the endpoint is automatically
connected. In a conference with manual dial-out settings, the leased line must
be connected manually.

14.

15.
16.

17.

To add an endpoint, in the Endpoints database list, select the endpoint to
be added, and click the double right arrow button [>>]. The endpoint is
added to the Selected Endpoints list.

To remove and endpoint, in the Selected Endpoints list, select the
endpoint to be removed, and click the double left arrow button [<<]. The
endpoint is moved to the Endpoints list.

Click OK.

If you scheduled an Appointment, click Save and Close. If you
scheduled a Meeting, click Send. A confirmation window opens
indicating the Appointment/Meeting has been scheduled on the MCU.

Click Save and Close to confirm the meeting, or click Edit to modify
the meeting properties.
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18. Send the e-mail.

The reservation can be recurring. For details, see “Scheduling Recurring
Appointments and Meetings” on page 3-16.

Scheduling the Reservation Directly From the Calendar

You can easily schedule a reservation by selecting a block of time on the
calendar. To do this you must first configure the MGC Personal Scheduler to
be the default appointment form.

To configure the appointment form:
1. Right-click the Calendar icon and then click Properties.

& Calendar - Microsoft Dutlook

JEiIe Edit Yiew Favorites Tools Actions Help

JEmew - S | [ ¥ |G0t0T0gay ||E|Daz i

Calendar

Falder List x
CQutlook Today - [Mailbox - ¢
© [

@ Contacts

@ Deleted Items (1)
5B} Drafts (300
@ Inbox {40}
{ﬁ Journal

: - Motes

Open

Open in Mew Window
Send Link to) This Folder
Advanced Find. ..

Remave from Outlook Bar

Rename Shortcut
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The Calender Properties dialog box opens.

3.

Calendar Properties ﬂll

Administration | Forms I Permissions I Synchronization I

General | Home Page I Aukodrchive

ICaIendar

Type: Folder containing Appointment Ikems
Location:  Mailbox - Gazit ,Lynne

Description:

Calendar Comment

hen posting to this Folder, use: IAppointment j

Appointrment
v Automatically generate Microsm

Folder Size... |
OF I Cancel | Apply | Help |

From the When posting to this folder, use drop-down list, select Forms.

The Choose Form dialog box opens.

Personal Forms Library \'_‘l\ Browse. ., |

Standard Forms Library |
Crganizational

Palycom

Display name: IPolycom Office Qpen I

Cancel

File mamme: I
Details ==

fl

From the Look In drop-down list, select Personal Forms Library.
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4. Select Polycom Office and click Open.

sonal Forms Library j Browse, ., |

Display name: IPolycom Office Qpen I
File mamme: I Cancel |
Details == |

The Calendar Properties dialog box opens. The Polycom Office option
is now available in the When posting to this folder, use drop-down list.

Calendar Properties ﬂll

Administration | Forms I Permissions I Synchronization I
General Horne Page I Autodirchive

ICaIendar

Type: Folder containing Appointment Ikems
Location:  Mailbox - Gazit ,Lynne

Description:

Calendar Comment

‘When posting to this Folder, use:

¥ automatically generate Microsoft Exchange views

Folder Size... |
OF I Cancel | Apply | Help |

Click OK. The Calendar Properties dialog box closes and Polycom
Office (MGC Personal Scheduler) is set as the default calendar form.
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To schedule the reservation on the calendar:

1. Select the block of time on the calendar for the reservation.

2. Right-click the selected block of time and then click New Appointment.

@ Calendar - Microsoft Dutlook

File Edt Wisw Favorites Tooks Actions Help

[
| [ < | & | 5 | Goto Todsy | ay [5]Work Wesk [F]wesk []onth | Z3Find fporganis |

Calendar

x

g

oA Folder List

Sy -3 Outlook Today - [Maibox - ¢
B Calendar
5 Cortacts

£ Drafts (m)
G Inbox (41)
33 Journal
Motes

5 Qutbox

£ Sent Thems
G Tasks
-0 Personal Folders
() Public Folders

My Shortcuts

Other Shorteuts | | 4|

(3 Deleted Ttems (1)

g
102
1%
12

1%
2%
3%
4%
5%
6%
7%
g
g
102

Tuesday, March 18 B

M All Day Event
@ New Meeting Reguest

Mew Recurring Exvent
New Recurring Mesting

[~ GotoToday
—— GotoDate..

Other Settjngs...

Custonize Current View, .

The Polycom Office window opens.

3. Continue with step 7 on page 3-3.

Mew Recurring Appointment
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E-mail Signature

3-10

The e-mail received by the meeting invitees contains a signature that includes
conference parameters required to start the conference. However a participant

may receive an attachment that includes a .plem file, which contains a

ViaVideo link. When the user opens the attachment, the ViaVideo endpoint on
his desktop automatically opens and connects to the On Going conference.

™ Conference invitation-"Yideo-Switch_adminl_15647,13/12 /2004 1 - | [m] | ﬂ

| @oReply | oreptytoall | 4@ Forward | G B2 [ ¥ (DT X |4 - @ - 4| 0).

Jﬁle Edit Wiew Insert Format Tools Actions Help

From: debbie. goldberg@polycom. co.il Sent: Mon 12/13/2004 15:56
To: Knoop, Duke
o

Subject:  Conference invitation-"Video-Switch_adminl _15647',13/12/2004 16:11:00(local)-13/12/2004 14:11:00 (GMT)

Tou are invited to a conference named »Video-Switch_adminl_ 154470
at 13/12/2004 14:11: 00 (local)-13/12/2004 14:11: 00 (GMT)

Conf. Entry Password: 100351
Conference ISDM dialin mamberis: 100
Conference [P dialin munberis: 1441337

Conference [Dis: 1237

=

i

Video-Switc... Viavideo Auto
(FE4E)  Con... (179E)

IO I 3 K
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Table 3-1 describes the signature fields.

Table 3-1: E-mail Signature Fields

Field

Description

Conference dial in
number is:

This is the conference dial-in number.

This number is defined in the MCU Properties dialog
box. For more information, see Chapter 2, “Adding a
New MCU” on page 2-10".

Conference IP dial
in number is:

This is the conference IP dial in number. It is composed
of the IP prefix and the conference name on the MCU.
The IP prefix is defined in the MCU Properties dialog
box. For more information, see Chapter 2, “Adding a
New MCU” on page 2-10".

Conference Entry
Password

This is the password used by conference participants to
access a conference via the Entry Queue or IVR Queue.

Conference name
on bridge:

This is the name of the conference as it appears in the
WebCommander site. The name is an automatically
generated number.

Conference ID

A Conference ID is a uniqgue number (Numeric ID)
assigned to a conference identifying it to the system. It
can be used by the participants to be routed and to
access the conference.

A Conference ID can be assigned in two ways: Automatic
or Manual.

To manually assign the Conference Numeric ID, use the
number of digits defined in the appropriate flag in the
System.cfq file.

If the Conference Numeric ID is already in use in another
conference, an error message will be displayed.

If left blank and the MCU is configured to assign one
once the conference is saved to the MCU.

Note:

If the MCU is configured to support only automatic
assignment of Numeric Conference IDs, then this field is
disabled and the system will automatically assign a
Numeric Conference ID after you save the conference on
the MCU.
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Table 3-1: E-mail Signature Fields

Field Description

Web Office URL: This is a link to your Polycom WebOffice site. This is only
applicable if you have WebOffice installed on your
computer and you have selected the Polycom WebOffice
check box when setting up a reservation.

MGC Manager Reservation Remarks

312

Details of the conference are retrieved from the MGC Manager. In the On
Going Conference Properties dialog box in the Remarks field, a conference
reserved with Personal Scheduler is indicated by the words Outlook
Reservation, and the conference subject, date and the e-mail address of the
organizer is provided, as in the following example:

Outlook Reservation - Subject: Brand Meeting; Date:
09/11/2004 at 11:59 (GMT); Organizer:

John. Smith@polycom.com

To view the reservation remarks:

1. Inthe MGC Manager, double-click the icon of the MCU on which the
Reservation was scheduled.

A list of options appears below the MCU '’ icon.

2. Double-click the Reservations icon, or click the plus [+] icon next to the
Reservations icon.

The Reservations list for the selected MCU is displayed.
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3. Right click on the Reservation name and select Properties.

> MGC Manager (YERSION 7.0.0.34) i [m] 5

File Edt View Template DataBase Dirsctory Options Window Help
PAATICIEANTE
RUEUE FILTER | DELETE FILTER IAII

o =7 et =
w20l
2ol e 0 || il e e e | 25 Bl
....... [ Fe - Field 11 | | Name
| F6 - Field 2 LI
| F6-Field 3 ﬁ Debby
- Field 4 ([ Derek
- Field 5

- Field &
- Field 7
- Field &
- Field 3

{0 product Management { Normal)
B meu configuration
g O Going Conferences(0)
O Going Gateway Sessions(0)
& Participants Queue(D)

Reservations(3)

)

=i

New Participant... F8
"] Brand Marksting,  Copy Res.
Pastz Participart il
Brand Marketing i
Past Participart As CirltP
@ Meeting Rooms &Entr! Delete Del
Delete All Reservation recurrences ~| |4
o
Mame: [ status Pk aace Participant Wumber... | Connection Type | Audio
k Properties. ..

Ready 4
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4. The Properties dialog box opens, displaying the Remarks field.

Brand Meeting_570195_ 1 Properties (Product Management)
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Modifying Appointments and Meetings

Modifying an Appointment or Meeting in Outlook also modifies the
reservation on the MCU.

Appointments and Meetings are modified using the standard Microsoft
Outlook conventions. There are two ways to modify the reservation:

»  From the Appointment/Meeting window

+ Interactively moving the Appointment/Meeting to the new date and time
using drag and drop

After the Appointment or Meeting is modified, a window opens indicating
that the reservation has been updated on the MCU.

C:4PROGRA~14MICROS~2',0ffice’,0UTLOOK x|

& The appointment. 'Decision Making' has been successfully updated.

Canceling Appointments and Meetings

Canceling an Appointment or Meeting in Outlook also deletes the reservation
from the MCU.

Appointments and Meetings are cancelled using the standard Microsoft
Outlook conventions.

3-15
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Scheduling Recurring Appointments and

Meetings

3-16

A recurring appointment or meeting is a reservation that occurs repeatedly.
For example, a reservation that occurs on a regular basis, such as a weekly
conference, can be designated as recurring. All recurrences are reserved on

the MCU.

Schedule the Appointment or Meeting as described in “Scheduling
Conferences” on page 3-2.

Click the Recurrence button.

[l Get Together Session - Polycom Dffice - Hebrew (Windows) -0 ﬂ
J File Edit Wiew Insert Fgrmat/famrﬁcﬁnﬁ\ﬂe\p |
J Send | =N | ﬁvq{}Recgrrence... %(Cancal Invitation, .. | L | * | @ .

Appoinkment I Palycom Office Attendes Availabilicy I

&Invitations have not been sent for this meeting.
Conflicts with another appaintrent on your Calendar,

To... | IBnh, Michael, Jessie, Sierra, Zoe

Subject: IGet Together Session

Location: I j ™ This is an online meeting using:  {Microsoft MetMeeting j
Starttime; | Thu 3/6(2003 =l Jsoapm o~ T Al day even:
Endtime:  |Thu 3j6/2003 x| Jeoorm |

:\Q./: I Reminder: IIS minukes j ﬁl Shows bime ast |Busy 'l
|

=

|
Contacks... || Cateqories. .. I Private r
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The Appointment Recurrence window opens.

Appointment Recurrence ﬂﬂ

—Appointrent time
Start: [S00PM v|  End: [5:00PM +|  Duration: [t hour i

—Recurrence pattern

" Daily Recur every |1 weekis) on

& weskly [ sunday [~ Monday [ Tuesday [ wednesday
€ Monthly v Thursday ™ Friday ™ saturday
" Yearly

—Range of recurrence

Start: [Thu 3/6/2003 x| © Moenddate

& End after: IID OCCUPPENCES

 Endby:  |ThuSfsfz003 d|
OK I Cancel | Remaove Recurrence |

Using the standard Outlook conventions, select the recurrence pattern
and range of recurrence options you want.

Click OK. The recurring reservations are added to the Appointment or
Meeting and a confirmation box opens indicating that the reservation has
been made.

C:\Program Files'Microsoft Office’,0ffice’, OUTLOOK.EXE x|

& The recurring appointment ‘Decision Making' has been successfully updated.
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Modifying Recurring Appointments or Meetings

3-18

You can change the appointment time or range the of recurrences for all
instances of an Appointment or Meeting. You can update one occurrence, or
multiple occurrences.

Modifying a recurring Appointment or Meeting in Outlook also modifies the
reservation on the MCU. Appointments and Meetings are modified using the
standard Microsoft Outlook conventions.

After one occurrence of the Appointment or Meeting is modified, the
following window opens indicating that the reservation has been updated on
the MCU.

After all occurrences of the Appointment or Meeting are modified, the
following window opens indicating that the reservation has been updated on
the MCU.

C:\Program Files'Microsoft Office’,0ffice’,OUTLOD x|

& The recurring appointment ‘Decision Making' has been successfully updated.
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Canceling Recurring Appointments and Meetings

Canceling a Recurring Appointment or Meeting also deletes the reservation in
the MCU. You can cancel one occurrence, or multiple occurrences.

Appointments and Meetings are cancelled using the standard Microsoft
Outlook conventions.

After one occurrence of the Appointment or Meeting is cancelled, the
following window opens indicating that the reservation has been removed
from the MCU.

After all occurrences of the Appointment or Meeting are cancelled, the
following window opens indicating that the all occurrences of the reservation
have been removed from the MCU.

C:Program Files',Microsoft Office’, 0ffice’, DUTLO! x|

& The recurring appointment ‘Decision Making' has been successfully removed,

Canceling Recurring Appointments/Meetings

Canceling a recurring Appointment or Meeting in Outlook also deletes the
reservation from the MCU. You can cancel one occurrence or all occurrences.

Recurring Appointments and Meetings are cancelled using the standard
Microsoft Outlook conventions.
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Application Exception

When an exception occurs in the Personal Scheduler/Client an Application
Error Information window can appear on screen. The operator/user can
choose to send an email to support with information that helps analyze the
source of the problem.

Administrator Send Email Configuration and clear the Send Email Notification check

This function can be disabled in the Web Server Manager. In the Options menu, select
E box.

1. When an exception occurs in the Personal Scheduler/Client application,
the Application Error Information dialog box displays.

Application Error Information | %

P | Scheduler has enc tered a problem and must close. ‘:ﬁ
Unsaved data may be lost.

An ermor report has been created to help diagnose the cause of this error.
To further assist in eror diagnosis, please send this confidential report.

Optional. Describe the steps performed prior to thiz emor:

Target E-mail Address:

Ikobi. ginon{&@palycom. co.il

Contact information - Optional
E-mail &ddress:

I Company Mame: I
MName: I Phone Mumber: |

¥ Restart Outlook

Wiew Report... | Send Report I Don't Send |

You can perform any one of the following actions:
— Describe the reasons or steps leading to the exception
— Enter the destination email address

— Enter your contact details
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2. Click View Report, to read technical information about the exception.
The Crash Report dialog box is displayed.

Crash Report x|
Mame | Diescription | Type | Full Path
CrazhReport24.mpt  Report Fipt SwAccordf\SW-Spstems\Mighopera!SD 700w,
CrazhReport24.dmp  Dump Dimp SwAccordf\SW-Spstems\Mighopera!SD 700w,
4] |
Mame: IErashHeport24.rpt
I N
Exception code: CO000005 ACCESS_VIOLATION
Fault address: O0BEZBEF 01:002E1BEF \\Accord-fz\SW-Spstems\Mighopera'SD700winR el\openws_7.

Application Mame: MGC-Manager

Wersion: VERSION 7.00.11

Operating System: Win2000

Exeption GMT Time: Apr 15, 2004 11:05:37

DIl List:

SwAcoordfzASW-Spstems\Mighoperw'SD 700w eloperws_7.00.17.exe  Version: MGCI001.1
CAWINM T hapstem32vntdildl Yersion: 5.00.2195.6833
SwAcoordf\SW-Spstems\MighoperaSD700winR e MCUINS TALLREL Il “ersion: 1,0, 0,1
CAWINM T hapstem32WWFC42.DLL  Version: 6.00.9586.0

CAWIMM T hapatem32WMSYERT Al Version: 5.10.9844.0

C:AWANMT vapstem32WKERNEL32.dIl Yersion: 5.00.2195.6897 LI

You can view and read details about the exception.

—  To return to the Application Error Information, click Back

« Inthe dpplication Error Information dialog box, click Send Report, to
email the report.
When you have sent the email, a confirmation dialog box is displayed.

— Click OK to exit.
3. Click Don’t Send, if you do no want to email the report.

Viewing the Report

A crash report can be sent from the Personal Scheduler in an email based on
the settings in the Web Server Manager. When enabled, the email sent to the
addressee and includes two attachments:

*  Report file (.rpt) - a text file

*  Dump file (.dmp) - a source code file (for internal use only)
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Shown below is an actual email with attachments.

™ Crash Dump report from Opersry version 7.0.0.1 - Message (Plain Te - |EI|1|

Jﬁle Edit Wiew Insert Format Tools Actions Help |

J!}JR_epIy|@ReplytoAH|§§Forﬂard|§ | L4 ||:B * | &> - ¥ - Ac| @ -

From: roger,hi@palycom, co.il Sent: Thu /102004 13:15
To: duke. knoop@polycom. co.il
o

Subject:  Crash Dump report From Opersry wersion 7.0.0,1

|— ——————— Contact Information —------- ;I

Contact Name: Roger

Contact Tel.MNuwber: 03-9251292
Company Name: Polycom

Licence Numwber: XWEC-0zZ0304-C001

4 &
CrashRepor... CrashRepor...
(SKE) (SOKE)

You can view the report (.rpt) file with any text browser as shown below:

B crashReports - WordPad ] 3]
Fle Edt View Insert Format Help

EEE ST

12 =
Exception code: CO000005 ACCESS_VIOLATICN :j
Fault address: O006971BA 01:002961BA C:\Program Files\NGC Web Manager ver 7.04CperSrvV7_O.exe
Application Neme: Operscv

Version: 7.0.0.1

Operating System: Win2000

Exeption GHT Time: Jun 10, 2004 09:14:23

D1l List:
C:\Program Files\MGC Web Manager ver 7.0%0perSrvV7_O.exe Version: 1, 0, 0, 1
C:VWINNT,system3zintdll.dll  Version: 5.00.2195.6899

C:\WINNTYsystem3zi ACTIVEDS.dll  Version: 5.00.2195.6601

C:\WINNTYsystem3zi ADSLDPC.DLL  Version: 5.00.2195.6701

C:\WINNTY system32'\ HSVCRT.DLL Version: 6.10.9544.0

T e i I ;IJ
For Help, press F1 T 1z

The contents of this report is identical to the information that can be viewed in
the Crash Reportl.rpt file.
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Appendix A: Default Templates

There are five default Conference templates included in the MGC
WebCommander database:

+  COP (Default_COP)

* Video (Default_Video)

*  Audio (Default-Audio)

*  Software Continuous Presence (SW CP)
*  Video Switching (Video-Switch)

For a detailed description of these fields, refer to the MGC Manager User’s
Guide Volume I.
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Default Conference Template Properties - Default_COP

Parameter Value
General

Name Default_COP
Remarks (empty)
Duration 2:00 Hours
Billing (empty)
Meet Me Per Conf. Yes

Entry Queue Access No

Conference Entry Password

(empty - to be allocated by
system)

Web/Chairperson Password

(empty - to be allocated by
system)

Start on MCU Auto

Numeric ID (empty)
Conference User Defined 1-3 (empty)

Conf. Type Standard

Media Audio, Video
Networks IP, ISDN, ATM, MPI

Video Session

Continuous Presence - Classic

Participants None Defined
Basic

Restricted No

Line Rate 384 Kbps
Video Rate In/Out (disabled)
Conference on Port Yes




Parameter

Value

Same Layout

Yes (greyed out)

Lecture Mode

None

Lecturer Name

Auto select (greyed out)

Timer (disabled)
Interval 10 sec. (greyed out)
FECC/LSD Rate None

T120 Rate None

Audio Alg. Auto

VTX1000 (disabled)
SilencelT Yes (greyed out)
Pro-Motion None

Dual Stream Mode None

Video Protocol Auto

Video Format Auto

Frame Rate disabled

Quality Auto

Annex P No

Annex N No

Annex F No

Roll Call No

Entry Tone Yes

End Time Alert Tone

Yes - 5 minutes

Exit Tone

Yes

Advanced
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Parameter Value
Auto Termination Yes
Minutes Before First Join 25
Minutes After Last Quit 5
Dial-Out Manually No

Allow undefined Participants Yes

Min Number of Participants 3

Max Number of Participants Auto
Cascade None
Master None
Chair Control None
Label None
Attended None
Message Service Name Empty
Start Conf. Requires Chairperson (disabled)
Terminate After Chairperson Exits | (disabled)
Mute ‘Meet Me’ Parties (disabled)
Lock No

On Hold (disabled)
Enable Invite (disabled)
Talk Hold Time 1.5

Audio Mix Depth 3
Encryption No

Meet Me Per Conf

Limited Occurrences (disabled)




Parameter Value
Number of Occurrences (disabled)
Video Layout

Video Layout 5+
Background (enabled)
Layout Border Yes
Speaker Notation Yes
Recording

Enable Recording No
Recording Link Name Empty

Start Recording

Immediately (greyed out)
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Default Conference Template Properties - Default_Video

A-6

Parameter Value
General

Name Default_Video
Remarks (empty)
Duration 2:00 Hours
Billing (empty)

Meet Me Per Conf. Yes

Entry Queue Access No

Conference Entry Password

(empty - to be allocated by
system)

Web/Chairperson Password

(empty - to be allocated by
system)

Start on MCU Auto

Numeric ID (empty)
Conference User Defined 1-3 (empty)

Conf. Type Standa