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Scheduling a Conference
You can schedule a conference by selecting ‘Collaboration -> Schedule a Conference’ in the MiCollab
client, or by going to the web address https://vmas.ourcommunicationsystem.com/

Access via MiCollab
Easy way to access is via the MiCollab desktop client. Just select ‘Collaboration -> Schedule a

Conference’ and you will be immediately logged into the conference set up.

@ MicCollab Client

MNorm Crooks =
Configuration n the office =
Manage account t 36 toronto street today

Manage statuses In appt until 10:00 AM

Collaboration Start conference

Import contacts Schedule a conference

Resync corporate directory View conference meetings

About MiCollab Client
Send problem report
Help

* 0 e

Exit MiCollab Client

Norm Crooks
' In the office - at 36 toronto street today
In appt until 10:00 AM

4 Corporate Directory

 ——
1Cianats | Awron Boys
<eeims | In the office

A

Abdullah Assefi
In the office

——J

[ ]

United States : Exercise normal security precautions

Last Updated: Awgust 28, 2015 14:44 EST1. RECENT UPDATESA minar editorial change was made.2.
ADVISORIESUNITED STATES - Exercise normal security precautionsThere is no nationwide advisory in effect for
the United States (LL5.). Exerase normal secunty precautions.3. SECURITYThe decision to travel is your
responsibility. You are also responsible f ur personal safety abroad. The purpose of this Travel Adwice is to
provide up-to-date information to enable you to make well-informed decisions.CrimeThe possession of firearms
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You can also access via the MiCollab web portal. You'll need your login ID and password to access this

way. The address is https://vmas.ourcommunicationsystem.com/

e 04| https://vmas.ourcommunicationsystem.... D - B O oa| Login

_oEN

@MITEL | MiCollab End User Portal

WMiCollab Audio, Web and Video Public Portal  Help

Y —
Password.

[ Remember Me Enter your

MiCollab
Preferred Language credentials

Important: Are vou using a pop-up blocker?

Then navigate to ‘Audio, Web and Video Conferencing’ and click the ‘Set Up a Conference’ tab.

— =
e 00| hitps;//vmas.ourcommunicationsystem.com/portal/portal/awcPortlet psmi O -~ @ & | [od] Audio, Web and Video Con.. TR
A
o
@mireL | MiCollab End User Portal
>
User - norme. Logout Help
Portal Passviord Home Set Up a Conference My Conferences Recordings Settings Reports
Passcode
One-time Conerence  Recuring Conference  Resenstionless Conference
Search Directory
Click the fype of conference that you want to schedule.
NuPoint Unified Messaging
Mailbox 2581 » One-Time Conference
You can schedule a One-time Conference for a duration time of: 23 hours, 53 minutes.
‘Audio, Web and Video
Conferencing
» Recurring Conference
You can schedule a Recurring Conference for: 6 months. A conference can continue for: 23 hours, 59 minutes.
» Resenvationless Conference
You can use Reservatieniess Conference access coces at anytime for € months,
v

Page | 2

CONFIDENTIAL

2016-01-07



User Guide

Mitel — Scheduling a Conference or Webinar
Wednesday Jan 7*", 2016

Traveltdge

Schedule the Conference
First select the type of conference, in most cases this will be ‘One-Time’, but there is a recurring
conference option, or an option for conferences that do not have a set start date (Reservationless).

— O

bd| https.//vmas.ourcommunications... ,D - B O pa| Audio, Web and Video ...

norm.crooks@traveledge.com 2581 Help Logout
(7]
AmiITEL
Audio, Web and Video Conferencing

m Set Up a Conference My Conferences Recordings Settings Reports

One-time Conference.  Recurring Conference  Reservationless Conference

Click the type of conference that you want to schedule.

» One-Time Conference

Yiou can schedule a Cre-time Conference for a duration time of! 23 hours, 39 minutes,

} Recurring Conference

Yiou can schedule a Recurring Conference for: & months, A conference can continue for: 23 hours, 59 minutes,

’ Reservationless Conference
‘You can use Reservationless Conference access codes at anytime for 6 months

Home | SetUp a Confersnce | My Conferences | Recordings | Settings | Reports
Mitel | ®2015

Set the options for the conference on the next screen. Most options are optional, but you must
minimally set:

1. Conference Type:
o Audio & Web: A conference with a dial in number and a web screen share and/or video
display
e Audio Only: Dial in conference only no web component
e  Web Only: no dial in number and audio is through the web only
2. Conference Name: the name for the conference, choose something meaningful to the
participants
3. Start Date: The day the conference will start
4. Start time: The time (in Eastern Time) that the conference will start
5. Duration: The duration of the conference

When done setting your preferences, click ‘OK’ to save your conference.
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e D0| https://vmas.ourcommunicationsystem.com p - ﬂ O pa| Audio, Web and Video Con...
- norm.crooks@traveledge.com 2581 Help Logout
HmiTeL

Audio, Web and Video Conferencing

Home Set Up a Conference My Conferences Recordings Settings Reports
One-tims Conference  Recurring Conferance  Reservationlsss Confersnce

One-time Conference

Give it a
name

ox | [ o= | cma |

Decide if audio,
audio/web or
web only.

Conference Name

Start Date
Start Time
Duration
Published
Set the start
e time and
duration
Department |
Project |
Call Features

Leader Required [ ] Tng jeager must be in this conference for it to start,

JoinMuted ] particinants enter this conference muted,
Rall Call [ pecorg and announce participanis’ names,
Join, Play & beep tone when participants join and leave,
Leave Tone
®) play to All Participants.
L/ Play to Leader Only.
Personal ID

D Personal IDs are required to enter the conference.

D Conference access reguires approval.

Duplicate Personal IDs Allow duplicate personal IDs on audio connections,

Password Frotection (optional)

Conference Password | |

Confirm | |

E-mail Password D Send the password in the invitation

Heme | SetUp s Confersnce | My Confersnces | Recordings | Settings | Reports
Mitel | ©2015
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Invite Participants

Use the ‘Access Information’ window (pictured below) to send participants an email with the conference
details or a calendar invite.

- norm.crooks@traveledge.com 2581 Help Logout A
Ao viTEL
Audio, Web and Video Conferencing

Home Set Up a Conference My Conferences Recordings Settings Reports

This is a test My Conferences tab will

list all your scheduled

Change Details & Delete Conference . See Available Conferences
conferences

Conference Details [\ Documents | [\ Approval |

Access Information
Mame and Time Dial-in Numbers
4166499088
- 18663959236
Confi M T test
onference Name nis 15 & tes 6350
Start Time  Jan & 2016 1:30 PM America/Toronto
Access Codes
Duration 1 hour Leader: 0174097
The conference will not stop cutomaticelly after the duration time. Participant: 0184070
Mo new participants can join this conference,
Invite Participants Using:
Published Conference  This conference is not publishec,
Calendar
[ E-miail

Call Features

Change Invit n Settings
Leader Required )( The leader does mot have to e in this conference for it to
start.

Conference Link ,/ Use these links to join the conference:

You can email

Leaders https./fvmas.ourcommunicationsystem.com,/call/01 74097 o
Participants httpsyfvmas.curcommunicationsystem.com/call/0184070 parth|pantS the
conference details
JoinMuted 3 No participants are muted,
' or create a

Roll Call ¢ Participants’ names are not recorded and announced.

calendar invite.

Join and Leave Tone Y/ Play & tone to everyone when participants join and leave,

Personal ID ¢ This conference does not require a personal ID.

Require Approval )( Access to this conference does not reguire approval.

Duplicate Personal IDs ,/ This conference allows cuplicate personal 1Ds on audio
connections,

Billing Information

Department

Project
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Calendar Invite
Calendar invites look like the below in Outlook. Be sure to click the save button before you forward the
invite to others.

> O M ¥+ Test conference - Meeting (., (S
MEETING =~ INSERT ~ FORMATTEXT  REVIEW  NITRO PRO 10

7R Calendar E E @. / Accept~ 50 Q@ Z M Busy - {3 Recurrence =II : Q

? Tentative =

Save & [ Rte Ty ponyayd - ARPointment Scheduling ~ Meeting i Propose Respond {15 minutes - @ Time Zones Categorize =~ Zoom
Close 2 Assistant Notes X Dedine™  New Time- - = v

Meeting Notes Respond Options 5 Tags Zoom ~

Then
FORWARD |ing time zone: America/Toronto.

to your calendar.

articipants
p P ) |

Organizer Norm Crooks P
Subject iTesl conference ‘
Location ‘ - ‘
Start time ‘Fri 1/8/2016 E|‘ ‘M:OOAM ,‘ Al day event

Endtime  |Fri 1/8/2016 EI‘ ‘12:00 pm v‘

You are invited to join an audio and web conference.
To join the conference:

e Go to https:/vmas.ourcommunicationsylstem.com/call/0144178

To join only the audio portion Dial:
Main: 4166499088
Toll-free: 18663959236

extension: 6850

@ See more about Norm Crooks l:l ~

Email
Using the email option will allow you to send an email to the participants. You can edit it to suit you.

= ¢ 4 . This is a test - Message (HTML) 7TEH 0O X
MESSAGE  INSERT ~ OPTIONS  FORMAT TEXT  REVIEW

KA 2zl & () B » P Followup-
A E %% =
1 High Importance
Paste | BIU %A Address Check Attach Attach Signature
~» W Format Painte Book Names File Hem=- - ¥ Low Importance
Clipboard i Basic Text MNames Include Tags & Zoom ~

From = narm.crooks @worldviewtravel com

Enter EMAIL
ADDRESSES
of who you want
to invite

To,
Send

Cc

Subject This is a test

You are invited to join an audio and web conference.

Schedule
date and
time

|Start Time: 1:30 PM America/Toronto Jan 8, 2016 (Duration: 1 hour)

To join the conference:
- Go to https://vmas.ourcommunicationsystem.com/call/0184070

The web link for any
video or screen share
(if applicable)

To join only the audio portion Dial:

Main: 4166499088

Toll-free: 18663959236

extension: 6850

The dial in
number

- Optionally enter your personal ID: If desired, use the link above to create or lock up your ID.

- Enter this access code| 0184070

The Access
Code to join
the dial in
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Running the Conference

If you used a calendar invite, Outlook will remind you of your conference 15 minutes prior to start if you
created a calendar invite. To initiate your conference use the link from the Outlook calendar invite, or
use the Leaders link from the MiCollab web portal.

| L Test conference - Meeting ¥ AT T R 1, ¢
FILE MEETING = INSERT  FORMATTEXT  REVIEW  NITRO PRO 10
Fﬂ [F] Appointment  Accept - CJ O P>
H B 4 © ~
] Scheduling Assistant 5 2 Tentative~ 2 <« .
Save & Delete i;q . Meeting ) ) Propose Respond Options Tags Zoom
Close ? Notes X Decline~  New Time+ - M M
Actions Show Meeting Notes Respond Zoom ~
o Please respond.
The organizer created this meeting in the following time zone: America/Toronto.
This appointment conflicts with another one on your calendar.
| Meeting |
Organizer Norm Crooks Sent  Mone
Subject Test conference ‘
Location ‘ - |
Starttime  Fri 1/8/2016 ez ‘ ‘11:00‘\'\-‘1 - ‘ All day event
Endtime  Fri 1/8/2016 ™ ‘ ‘12:00 PM .‘

You are invited to join an audio and web conference. ]

To join the conference:

¢« Goto hﬂps:.’Nmas.ourcommunica1ionsystem.com/calllo144178\

Click this

n . . ) link to
To join only the audio portion Dial: access the
Main: 4166499088 conference

Toll-free: 18663959236

extension: 6850

o See more about Norm Crooks. I:I ~

OR use the Leader link in MiCollab web portal.

Call Features
Leader Required }( Tne leader does not have to be in this confarence for it to
start.
Conference Link ',f' Use these links to join the conference:

Leaders httpsy/Ammas ourcommunicationsystemn com/call/0104033

Participants httpsy/Avmas.ourcommunicationsystem.com/call/01 14006

Use the leader link to

connect to web
Roll Call 3 Participants’ names are not recorded and announced, portion if you are the

Join Muted (' Mo participants are muted.

Join and Leave Tone ./ Play 2 tone to everyone when participants join and leave, leader
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Next select the ‘Share’ link.

- O X

00| https//vmas.ourcommunicationsysterm.com/ 2 ~ @ €| | Audio, Web and Video Conf... {m vr &0

A9 MiTEL
Audio, Web and Video Conferencing

Welcome to Audio, Web and Video Conferencing!

Conference(Audio and Web): Test conference

Display Name

... to follow a presentation on the web.

... to present or lead from your PC.

Additional Options

If you're the
organizer use
the Share link
to join the

Change Display Language

English (United States)  V

Mitel | ©2016

The MiCollab client will now launch the conference management application.

You can join the audio portion by dialing the conference number and pressing ‘*’, entering the Access
Code and then pressing ‘4’. Or you can simply have the system call you by entering your extension #
when prompted.

@ MiCollab Audio, Web and Video Conferencing Launcher Options [x]

This conference includes an audio portion:

What do you want to do?

[Have the system call me (if enabled) v

Phone number:

| 2581

[[] Do this whenever | join an Audio and Web conference

| ok || Cancel
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In the conference management application on the left hand side you will see meeting participants, and
you can right click on them to access various control functions like chat, mute or remove. On the right
hand side you will find collaboration settings to share your desktop or display video.

[E] MiCollab Audio, Web and Video Conferencing (==
Meeting Share Video Headset Recorder View Help
Participants 8 x '.J Meating Center | All (public chat) | H=
+=- -
| Nome This is a test conference #4 Meeting Details
4
DXTX: Date/Time: Wednesday, September 9, 2015 9:15 AM
m),_ .| Share Duration: 1 hour
8 " | Choose what to share with all meeting participants

Dial-In numbers:

Use the toll free
number and leader
access code to

Main 4166499088
- Toll-free 18663959236

extension 6850
Video

You can click
video to allow

participants to ‘ B | 5oaccact your video with all meeting participants A“f‘;‘““‘ — Jcm;gﬁi:#d'o
cader
sh : re: yy:uL:_' Sa cn’_i _ Participant 0114006

Web access:
as well.

Headset Leader ps;
() | Participate in the audio portion of this meeting using Participant  httpsy//vmas.ourcommunicationsystem.com/call/01 14006
the PC recording and playback devices Personal ID: 638272

Copy participant access information

Documents
[a Manage the contents in the Conference Documents
area

You can copy the meeting
information to your
clipboard to send it to any
last minute participants

Exit Meeting
Leave the meeting and close this application while
ather participants may continue

End Meeti
Remove all participants from the meeting and close
this application

) Speaking: Silence) |

Screen Share and Video
To share your screen click the Share button and select what screen, application or portion of your screen
to share.

E[ Meeting Center I All (public chat)

Test Conference Meeting Details

Date/Time: Friday, January 8, 2016 12:15 PM
Share

Choose what to share with all meeting participants

- o Duration: 1 hour
-

Dial-In numbers:

Main 4166499088
Desktop Applicati
@ T Toll-free 18663959236
Choose specific applications to share
extension 6850
g Gl SC-I'QGI‘I . Participant Access code: 0164124
Immediately share your screen \ articipants
. Web access:
m Region L
Select a region of your screen to share Select https://vmas.ourcommunicationsystem.com/call/0164124

FULL SCREEN e

to share your
whole desktop

cess information

Documents

BT e B i e R A T A e T PV R i AR

Headset
o Participate in the audio portion of this meetin
the PC recording and playback devices

If you have a webcam and want to share video select the Video option.
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4| Meeting Center I All (public chat)

Test Conference Meeting Details

Date/Time: Friday, January 8, 2016 12:15 PM
Share

‘ - Duration: 1 hour
h Choose what to share with all meeting participants

Dial-In numbers:

Main 4166499088
Toll-free 18663959236
extension 6850

ideo : 2 )
aur video with all meeting participants haicpansemesiondes it

Web access:
Click VIDEO to Participant https://vmas.ourcommunicationsystem.com/call/0164124
share video from Personal ID: 121549
Head 1 yebcam o B ) ‘
is meeting using Copy participant access information

The video window can be placed anywhere on the screen, allowing you to show a video stream and a
desktop application/presentation to the participants if you like.

FEHS OBL- - Presentation2 - PowerPoint PN . — X
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS Norm Crooks ~
\\Ooao | O s i Find
AT LS UL e ScReplace -

r Arrange
2 { ) x[s _g\ [ Select =

Clipboard & Slides paragraph Drawing Editing

=

My PowerPont

A Presentation

supE10F1 [ = nNotes Micommvents B
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Ending a Conference
To end your conference for all participants, select ‘End Meeting’

@ MiCollab Audio, Web and Video Conferencing
Meeting Share Video Headset Recorder View Help

User Guide

Mitel — Scheduling a Conference or Webinar
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Invite Participants... o x

Exit Meeting
End Meeting

3

) Speaking: (Silence)

Page | 11

View Participant Approval... + =~
Preferences 3 L
Poll
il _ inc 4
Lock Meeting fer, Personal ID: 638272
Clear Chat History lo: Not Available »_ .
boration: Available -
File Transfer...
Document Manager...

4| Mesting Center | All (public chat) |

Test conference #8

Date/Time:  Wednesday, September 9, 2015 5:15 PM
Share Duration: 1 hour
Chaose what to share with all meeting participants
Access codes:
Leader 0103763

Video

Broadcast your video with all meeting participants

Documents
Manage the contents in the Conference Documents
area

Exit Meeting
Leave the meeting and close this application while
other participants may continue

End Meeti
Remove all participants from the meeting and close
this application

CONFIDENTIAL

Web access!

Personal ID:

Copy participant access information

Meeting Details

Participant 0113736

Leader https;//vmas.ourcommunicationsystem.com/call/0103763
Participant https://vmas.ourcemmunicaticnsystem.com/call/0113736
638272
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