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W Introduction

Introduction

Cisco TelePresence meetings are scheduled between one or more conference rooms. The calendar server
sends an acceptance email to the meeting organizer, with the notice that the rooms have been reserved
and placed on the calendar. CTS-Manager sends either a Confirmation email or an Error email in which
action is required from the meeting organizer.

The confirmation email provides additional information about the scheduled Cisco TelePresence
meeting, including a link to the CTS-Manager Meeting Details window. In order to access the Meeting
Details window the meeting organizer logs into CTS-Manager using their Windows logon account
(account name and password). For more information about confirmation emails refer to the various
meeting sections below. For more information about the CTS-Manager Meeting Details window, refer
to the section Meeting Manager Window.

The Action Required email specifies the error that caused the email to be generated, and a link to the
Meeting Details window. For more information, refer to the Action Required Email.

User Authentication

In order to log in to CTS-Manager, the user needs to provide their Exchange or Domino email ID for
authentication. For Exchange servers using multiple LDAP forests, the user account can reside in a
remote forest. This will be associated with a disabled user account in the local forest using the Windows
attribute “Associate External Account to Mailbox.” Only an associated user account can authenticate
with CTS-Manager. User accounts which have read access to the mailbox but are not associated will not
be able to authenticate with CTS-Manager.

Point-to-Point Meetings

The Point-to-Point meeting confirmation email is described in Table 13-1.

Table 13-1 Point-to-Point Meeting Confirmation Email
Email Section Description
Confirmation Statement This section confirms the meeting is properly scheduled and contains the link to the Meeting
(below the email banner) Details window.
Meeting Details This section displays information about the scheduled meeting.
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Point-to-Point Meetings

Point-to-Point Meeting Confirmation Email

Email Section

Description

Modify Your Meeting

This section displays buttons that allow the meeting organizer to set various options that are
available depending on how CTS-Manager is configured. These options include:

WebEx: clicking this button allows the organizer to go to the Meeting Options window to set
WebEXx so it can be used for this meeting.

The WebEx button does not appear if the meeting organizer is a WebEx Non-Permitted user.

S,

Note  Firefox users may receive an error message when clicking the WebEx button. Click
OK in the error message to continue on to the WebEx window.

Intercompany: clicking this button allows the organizer to go to the Intercompany window
to enable Intercompany to allow TelePresence rooms from outside your company to
participate in the TelePresence meeting.

~

Note  If you enable Intercompany, you cannot add video conferencing (VC) rooms to your
meeting.

Usage Survey: clicking this button allows the organizer to go to the Usage Survey window
to complete the survey for this meeting.

Meeting Options: clicking this button allows the organizer to go to the Meeting Options
window to set the various options for this meeting.

S

Note When a meeting organizer modifies their meeting in Microsoft Outlook, they must
click the Send Update button for the changes to be sent to CTS-Manager.

Email footer

The URL displayed at the bottom of the email is the same link to the Meeting Details window
as the link in the Confirmation Statement above.

Note For this link to work, the CTS-Manager hostname must have a DNS entry.

| oL-22226-01
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Figure 13-1 Point-to-Point Meeting Confirmation Email

cisco Cisco TelePresence

Your TelePresence meeling is confirmed and will appear in the calendar shown on the TelePresence
phone(s) in the scheduled room(s).

Meeting Details

Subject meeting

Organizer John Smith (jsmith@example.com)

Start Time Tuesday, April 27, 2010 08:00 PM (GMT -8.0 STANDARD { GMT -7.0 DAYLIGHT)
End Time Tuesday, April 27, 2010 08:30 PM (GMT -8.0 STANDARD f GMT -7.0 DAYLIGHT)
Rooms JC21-3-0CEANVIEW 1300 (6)

JC21-3-LAKEWVIEW 1300 (&)

Modify Your Meeting

| WebEx. .. ] Allow WebEx users to padicipate in this meeting

| Intercompany... ] Allowr Cisco TelePresence rooms from outside your company to participate
[ Usage Survey... ] Complete the survey for this meeting

| Meeting Options. ] Meeting oplions include:

#» Hide Subject -- For private meetings / hide the subject on the phone's calendar

This message has been sent from an unmaonitored mailbox Flease do not respond to this email.

Contactyour TelePresence Help Desk for additional information.

Ifthe huttons above ara not working, click the following link.

hitp s:/fxmn-mtgs. e xample. c omfadminuifmeetingMar/schedulerHome. d 0?systemID=040000008200 ED007 4C 5871
01A52E00800000000A0 EFECE56C01 CBO10000000000000000 100000008A230E1 2CETBADA 29AC2F1 FTFBIC2B17
EschedulerdD=smithi@example. com&senallD=110452
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Multipoint Meetings

The Multipoint meeting confirmation email is described in Table 13-2.

Table 13-2 Multipoint Meeting Confirmation Email
Email Section Description
Confirmation Statement This section confirms the meeting is properly scheduled and contains the link to the Meeting
(below the email banner) Details window.
Meeting Summary This section displays information about the scheduled meeting, including some options that

are set in the Meeting Details window.

In addition to the standard meeting information, this section contains the Multipoint Bridge
Call-In Number and the meeting’s Meeting Number.

Modify Your Meeting This section displays buttons that allow the meeting organizer to set various options that are
available depending on how CTS-Manager is configured. These options include:

WebEx: clicking this button allows the organizer to go to the Meeting Options window to set
WebEx so it can be used for this meeting.

The WebEx button does not appear if the meeting organizer is a WebEx Non-Permitted user.

~

Note  Firefox users may receive an error message when clicking the WebEx button. Click
OK in the error message to continue on to the WebEx window.

Intercompany: clicking this button allows the organizer to go to the Intercompany window
to enable Intercompany to allow TelePresence rooms from outside your company to
participate in the TelePresence meeting.

S

Note  If you enable Intercompany, you cannot add video conferencing (VC) rooms to your
meeting.

Usage Survey: clicking this button allows the organizer to go to the Usage Survey window
to complete the survey for this meeting.

Meeting Options: clicking this button allows the organizer to go to the Meeting Options
window to set the various options for this meeting.

~

Note  When a meeting organizer modifies their meeting in Microsoft Outlook, they must
click the Send Update button for the changes to be sent to CTS-Manager.

Copy the meeting information |Copy the information in this section, paste it into an email and send it to your other meeting
to your other participants participants.

Email footer The URL displayed at the bottom of the email is the same link to the Meeting Details window
as the link in the Confirmation Statement above.

~

Note  For this link to work, the CTS-Manager hostname must have a DNS entry.

Cisco TelePresence Manager Release 1.7 Administration and Installation Guide
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Figure 13-2 Multipoint Meeting Confirmation Email

cisco Cisco TelePresence

Your TelePresence meeting is confirmed and will appear in the calendar shown on the TelePresence
phone(s) in the scheduled roomis).

Meeting Details

Subject meeting

Organizer John Smith (jsmithi@example. com)

Start Time Tuesday, April 27, 2010 08:00 PM (GMT -8.0 STANDARD / GMT -7.0 DAYLIGHT)
End Time Tuesday, April 27, 2010 08:20 PM (GMT -8.0 STANDARD / GMT -7.0 DAYLIGHT)
Rooms JC21-3-0CEANVIEW 1300 (6)

JC21-3-LAKEVIEW 1300 (B)
JC21-2-MOUNTAINVIEW (20)

Modify Your Meeting

| WebEX... | Allow WebEx users to participate in this meeting

[ Intercompany... ] Allow Cisco TelePresence rooms from outside your company to participate
[ Usage Survey... ] Complete the survey for this meeting

|  MeetingOptions... | Meeting options include:

# Hide Subject -- For privale meetings / hide the subject on the phoneg’s calendar

This message has been sent from an unmonitored mailbo Please do not respond to this email.

Contact your TelePresence Help Desk for additional information.

Ifthe buttons above are notwarking, click the following link.

hitps:ffxxmn-mtgs. example.c om/adminui/meetingMar/schedulerHome. d 0? system |D=040000008200 EOOO74C5B71
01A32E00S00000000A0 E7ECE56C 01 CBO10000000000000000100000008A230E1 2CEVBADA 2OACIF1 FTF2C2B17
&schedulerlD=jsmith@example.comdsenallD=110492
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Video Conferencing Meetings

Table 13-3 Video Conferencing Meeting Confirmation Email

Email Section

Description

Confirmation Statement
(below the email banner)

This section confirms the meeting is properly scheduled.

Meeting Details

This section displays information about the scheduled meeting, including Subject,
Organizer, Start Time, End Time and Rooms that have been scheduled.

Modify Your Meeting

This section displays buttons that allow the meeting organizer to set various options that are
available depending on how CTS-Manager is configured. These options include:

WebEx: clicking this button allows the organizer to go to the Meeting Options window to set
WebEx so it can be used for this meeting.

The WebEx button does not appear if the meeting organizer is a WebEx Non-Permitted user.

~

Note  Firefox users may receive an error message when clicking the WebEx button. Click
OK in the error message to continue on to the WebEx window.

Usage Survey: clicking this button allows the organizer to go to the Usage Survey window
to complete the survey for this meeting.

Meeting Options: clicking this button allows the organizer to go to the Meeting Options
window to set the various options for this meeting.

)

Note  When a meeting organizer modifies their meeting in Microsoft Outlook, they must
click the Send Update button for the changes to be sent to CTS-Manager.

Copy the meeting information
to your other participants

This section displays the Call-In Phone Number for that the meeting organizer should send
to the participants attending via a video conferencing room.

Email footer

The URL displayed at the bottom of the email is a link that provides the email in plain text
format.

~

Note  For this link to work, the CTS-Manager hostname must have a DNS entry.

| oL-22226-01
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Figure 13-3 Video Conferencing Meeting Confirmation Email

cisco Cisco TelePresence

Your TelePresence meeting is confirmed and will appear in the calendar shown on the TelePresence
phone(s) in the scheduled roomis).

E:} Copy the meeting information to your other participants.

Meeating Details

Subject meeting

Organizer John Smith (jsmithiE@ example. com)

Start Time Tuesday, June 1, 2010 09:00 PM (GMT -8.0 STANDARD f GMT -7.0 DAYLIGHT)
End Time Tuesday, June 1, 2010 09:30 PM (GMT -8.0 STANDARD f GMT -7.0 DAYLIGHT)
SN, JC21-3-0CEANVIEW 1300 (8)

2 JC21-3-DESERTVIEW T1 (2)
JC21-2-MOUNTAINVIEW (20)

Video Conferencing o

Interop

Modify Your Meeting

[ ViebEx... ] Allow WebEx users to paricipate in this meeting
[ Lisage Survey... ] Complete the survey for this meeting

[ Meeting Options... ] Meeting options include:

« Hide Subject -- For private meeatings / hide the subject on the phone's calandar

E:} Copy the meeting information to your other participants.

Video Conferencing Interop
Bridge Phone Number 81123597

This message has been sent from an unmaonitored mailbox. Please do not respond to this email,

Contact your TelePresence Help Desk for additional information.

Ifthe buttons above are not working, click the following link

hitps:/xxmn-mitgs example com/adminuiimeetingdgr/schedulerHome do?system ID=0400000035200 EQDD7 AC5B71
01.A32E003800000000A0 EF8CES6C01 CEO10000000000000000 100000008A230E1 2CETEADS 20AC2F1 FYFBOC2E1T7
LschedulerdD=jzmithi@example. com&seriallD=110492

254449

Cisco TelePresence Manager Release 1.7 Administration and Installation Guide



| Chapter13 CTS-Manager Emails and Meeting Manager

Action Required Email

Video Conferencing Error Email

The error email is sent to the meeting organizer when the video conference room is not reserved for a
meeting. Follow the instructions in the email header to schedule video conference rooms for a meeting.

Figure 13-4 Video Conference Meeting Error Email

cisco Cisco TelePresence

@ Thee Tolleveing emor was discoveresk
four Inlerormpany meeting is confirmed, bl vides corfarancing S mol Slltwe d for wour mesting whan
Irdbareormpany bz in use
I you wwa it B allorw wideo conferencing rooms, you mus! remoye TeleF resemce rooms fhom all other
e a Rk By CheRing e Al It nixany b uton

Mesting Details

Smilrpect Tes! Mesting
Dgamzer jsmithi@example.com

‘Snan Time Wadnesdan, Novembar 5, 20089 1100 Pe (amarnicales Angeles)
(B Tiirwwe Wednesday, NovemBar s, 2000 11-30 PH (Americalos Angsles)
Rmams JE21.5-OCEANVIEW 1300 (8)

JE21-5-DESERTVIEW T1 ()

Action Required Email

Action Required emails are sent to the meeting organizer to alert them of the following error conditions.
The Action Required email is described in Table 13-4.

¢ 501205 - Missing Required Rooms: A second Cisco TelePresence room, or other participant has
not been defined for the meeting.
This is the only type of error a Meeting Organizer can correct without administrative assistance. You
can see an example of this email in Table 13-4. You or the Meeting Organizer can correct this error
using the Meeting Details window, but the recommended way to resolve the error is to use the
calendar client used to create the meeting.

~

Note  This type of error can also be caused by a room not being deleted properly from a calendar
server, for example Microsoft Exchange. This can occur if the meeting organizer schedules
a meeting that includes a room in delegate mode. If the meeting organizer schedules the
meeting and then deletes it before the room delegate accepts the invitation, this email is sent
to the meeting organizer.

Cisco TelePresence Manager Release 1.7 Administration and Installation Guide
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M Action Required Email

e 501211 - Room Not Compatible: One or more Cisco TelePresence rooms are running software that
is incompatible with the Cisco TelePresence Multipoint Switch.

e 501212 - Resource Not Available: Not enough Cisco TelePresence Multipoint Switch resources are
available to support the multipoint meeting.

e 501213 - Bridge or Server Not Configured: A Cisco TelePresence Multipoint Switch has not been
configured for the network.

¢ 501217 - CUVC Resource Not Available: Insufficient Video Conferencing resources to setup
multipoint meeting.

e 29105 - Inactive WebEx Account: Inactive WebEx user account. Whether the account is reactivated
or a new one is created, the meeting organizer must reauthenticate with WebEx.

Cisco TelePresence Manager Release 1.7 Administration and Installation Guide
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Action Required Email

Figure 13-5 Action Required Email

Mmir

cisco Cisco TelePresence

@ The following error was discovered:
Asecond TelePresence room, or other paricipant, has not been defined for this meeting. (Error: 50120%5)

To fix this problem or if you intended this meeting for another purpose, please click one of the buttons under
Maodify Your Meeting.

Meeting Details

Subject meeling

Organizer John Smith (jsmith@&@example. com)

Start Time Tuesday, June 1, 20101100 PM (GMT -8.0 STANDARD § GMT -7.0 DAYLIGHT)
End Time Tuesday, June 1, 2010 11:30 PM (GMT -8.0 STANDARD J GMT -7.0 DAYLIGHT)
Rooms JC21-3-VALLEYVIEW (18)

Modify Your Meeting

[ WebEx... ] Allow VWebEx users to paricipate in this meeting
[ Inlercompany... ] Allow Cisco TelePresence rooms from outside vour company to participate
[ Usage Survey... ] Complete the survey for this meeting
[ Meeting Options. ] Meeting options include:
« Mon-TelePresence -- Indicate TelePresence isnt needed for this meeting
« Recording Studio -- Record videos for later distribution
+ Hide Subject -- For private meetings / hide the subject on the phone’s calendar
Cisco TelePresence Manager Release 1.7 Administration and Installation Guide
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Il Meeting Manager Window

Table 13-4 Action Required Email

Email Section Description

Confirmation Statement This section describes the error to be corrected before the meeting can be confirmed, and
(below the email banner) contains the link to the Meeting Details window. The error can usually be corrected using

the Meeting Details window.

“~

Note  If this is a recurring meeting, all the instances that have an error are displayed in a
list. Only some instances of a recurring meeting may be in error if the meeting
organizer, has edited some of the instances using the calendar client. Clicking the
date/timestamp link takes you to the Meeting Details window for that meeting
instance. Only the first 50 meeting instances with errors are listed in the email, but
all instances with errors are listed in the Meeting Details window.

Note  The upcoming instance of a recurring meeting may not be one of the occurrences
causing the error. When you log into Cisco TelePresence Manager from the
upcoming meeting link, or any of the occurrences causing the link you will see all
the occurrences of the meeting listed in the left-hand column. Click any occurrence
with an icon showing a red X to resolve the error.

Meeting Details This section displays information about the scheduled meeting, including some options that
are set in the Meeting Details window.

Meeting Manager Window

The meeting organizer accesses the Meeting Manager window through the confirmation email they
receive from CTS-Manager after they schedule a meeting. By clicking one of the buttons in the Modify
Your Meeting section or the link at the bottom of the email, they log in to CTS-Manager using their
corporate network username and password to open the Meeting Details window.

The Meeting Details window allows the meeting organizer to specify options not available via their
calendar application and allows them to correct possible errors. The Meeting Details window is divided
into the following sections:

e Summary tab

e Intercompany tab

e WebEx tab

e Usage Survey tab

e Meeting Options tab

Cisco TelePresence Manager Release 1.7 Administration and Installation Guide
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Meeting Manager Window W

Summary
The Summary window provides a basic summary of information about the meeting, as described in
Table 13-5.

Figure 13-6 Meeting Details > Summary Window

NIne : jsmith Preferences Help Log Out About

cisco Cisco Te

Meeting Details
The meeting is properly scheduled,
Intercompany | WebEx | Usage Survey | Meeting Options

Subject: meeting

Organizer: John Smith {jsmith@example.com)
Time: Tuesday, June 1, 20010 11:15 AM - 11:45 AM{AmMencalLos_Angeles)
JC-21-3-0CEANVIEYY 1300 (6}
JC-21-2-MOUNTAINWVIEW (207
Mot Available

Rooms (2 Total):

Motification Email:

WebEx: Mot used
Intercompanmy : Mot used
Video Conferencing Interop: Mot used
Hide Meeting Subject: Mot used
Mot a TelePresence Meeting: Mat used

Table 13-5 Meeting Details > Summary Information

Field or Section Name Description

Subject The person scheduling the meeting enters the information in the Subject field.

Organizer This field displays the name and email address of the person scheduling the meeting.

Time Displays the date, time and duration of the meeting.

Rooms Lists the rooms that are participating in the meeting.

Notification Email If the system is set up for email notification, clicking the Send Email button sends a meeting
confirmation email to the meeting organizer.

WebEx Displays the WebEx information (if used) for the meeting.

Intercompany Displays the Intercompany information for the meeting.

Video Conferencing Interop  |Displays the video conferencing interoperability information for the meeting.

Record Meeting Displays the video recording information for the meeting.

Cisco TelePresence Manager Release 1.7 Administration and Installation Guide
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Table 13-5 Meeting Details > Summary Information

Field or Section Name Description

Hide Meeting Subject Displays whether the meeting subject will be displayed on the TelePresence phone or not.
Not a TelePresence Meeting  |Indicates if the meeting is not a TelePresence meeting.

Number to Dial

If you have included only one Cisco TelePresence room in a scheduled meeting you need to use the
Number to Dial field in the Meeting Details > Summary window to supply a Call-in phone number. This
field only appears when there is a meeting scheduled with one room. If you mistakenly included only
one Cisco TelePresence room the you must use the Calendar client to add additional rooms.

Action Required Meeting Details Window

Field Name Description

Number to Dial Enter the phone number to be dialed to establish a connection from the Cisco TelePresence
room phone.

Note  You must enter only numbers. Other characters including dashes are not permitted.

Recurring Meetings

If you schedule a recurring meeting, the Meeting Details window displays two panes:

e All Occurrences: A list of each meeting by date. Clicking the date displays the details for the
meeting for that date.

e Occurrence Details: The details for a specific occurrence of a recurring meeting.

Cisco TelePresence Manager Release 1.7 Administration and Installation Guide
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Figure 13-7 Meeting Details > Summary Window for Recurring Meeting

il lll I I I _— jsmith  Preferences Help Log Out About

cisco Cisco TelePresence Manager

Meeting Manager helps automate Cisco TelePresence calls by reviewing your meeting request and presetling the appropriate equipment 1o launch your
Cigco TelePresence experience with “One-Button-To-Push®. This webpane allimws v to specify oations not available via your calendar application and

Sunmory | ntercompany Mestng Optons
& —— Subject: meeting
[?é 060212010 Organizer: John Sith (smithi@esarmple. com)
EEFJB.I'DSJEUW Tirme: Tuesday, June 1, 2010 1115 AM - 11:45 AM{AmericalLos_Angeles)
5 06/0412010 JC-21-3-0CEANVIEW 1 300 {5}
Rooms (2Total):
JC-21-2-MOUNTAINVIEWY (20)
Mot Available
Motification Email: -
=end E':' al
Mot used
Mot used
Video Conferencing Interop: Mot used
Hide Meeting Subject: Mot used
Mot a TelePresence Meeting: Mot used
Cisco TelePresence Manager Release 1.7 Administration and Installation Guide
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Intercompany

The Intercompany window allows you to enable the ability to schedule TelePresence meetings with other

companies.

To enable this feature, click Yes and then click Apply.

Table 13-6

Meeting Details Intercompany Window

Field or Section Name

Description

Does this meeting include TelePresence rooms from
another company?

Select Yes to enable Intercompany TelePresence for the meeting.

Note  Additional fields appear when Intercompany is enabled.

Which company will host the TelePresence
multipoint bridge?

Select Our Company if your company will be hosting.
Select Another Company if another company will be hosting.

Note  Selecting this option will reveal additional fields.

Enter the sum of TelePresence resources required by
all other companies participating in this meeting.

(This field appears only if Our Company is selected.)

If your company is hosting, you must get the total number of resources
required from all other companies participating and enter the number
in this field. The sum of the resources needed can be determined by
adding the values below for each CTS endpoint participating in the
meeting:

CTS-500 = 1 resource

CTS-1000 = 1 resource
CTS-1100 = 1 resource
CTS-1300 = 1 resource
CTS-3000 = 3 resources
CTS-3200 = 3 resources

Enter the following information provided by the meeting host when Another Company is hosting

Multipoint Dial-In Number

This is the phone number your Cisco TelePresence room phone will
call to join the meeting. This number is provided by the meeting
Host's CTMS or your Service Provider's CTMS.

Intercompany Meeting Number

This number is generated by the host's CTMS or your service
Provider's CTMS

The host needs to know that your rooms require
Telepresence Resources.

If another company is hosting an Intercompany Cisco TelePresence
meeting, the number of resources required for your rooms to
participate is listed. Provide this number to the host at the other
company.

[l Cisco TelePresence Manager Release 1.7 Administration and Installation Guide
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Figure 13-8 Intercompany Host Meeting Options

Meeting Details

E41he meeting is properly scheduled.
Summary I Intercomgan I VWabEx I Uzage Surey I Meeting Options

Does this meeting include TelePresence rooms from another company? ®ves ONo

Which company will host the TelePresence multipoint bridge? O Another cormnpany ®ourc OMMpany

Enter the sum of TelePrasence Resources required by all other companies paricipating in
this meeting

Figure 13-9 Intercompany Participant Meeting Options

Meeting Manager helps autormate Cisco TelePresence calls by reviewing your meeting request and presetting the appropriate equipment to launch
your Cisco TeleFresence experience with "One-Button-To-Fush”. This webpage allows you to specify options not available via vour calendar
application and allows you 1o cormect some ermors.

Meeting Details
The meeting is propery scheduled.
Summary | Intercompany | webEx | Usage Survey | Meeting Options

Does this meeting include TelePresence rooms from another company® ®yes O No

Which compary will host the TelePresence multipoint bridge? ® Another Company C Our Company
Enter information provided by the meeting host

Multipaint Dizl-in Mumber

Intercompany Meeting Mumber

The host needs to know that your rooms require Telepresence Resources

WebEx

The WebEx window allows the meeting organizer to enable WebEx for their meeting.

~

Note Non-Permitted WebEx users do not have access to this window.

First-Time WebEx Setup

The first time a meeting organizer sets up WebEx for a TelePresence meeting, they must register their
WebEx ID user account with CTS-Manager. This makes using WebEx with future TelePresence meetings
as easy as possible.

Cisco TelePresence Manager Release 1.7 Administration and Installation Guide
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Il Meeting Manager Window

To set up WebEx:

Step 1 Click Authenticate with WebEx.

The WebEx login window appears.

Note  Note If a Security warning message appears: In Internet Explorer 6, click Yes. In Internet Explorer 8,
click No

Step2  Enter your WebEx Username and Password and click Log In.

Once you log in, you are redirected back to the Meeting Details window for your meeting.

Note  If a security warning message appears, click No.

Step3  Click the WebEx tab, select the YES radio button, then click Apply.
WebEXx is enabled and the following WebEx details appear:
e Call-in Toll-Free Number
e Call-in Toll Number
¢ WebEx Meeting Host Key
¢ WebEx Meeting ID
¢ Meeting Password
e URL

After a few minutes, you will receive an updated confirmation email with the WebEx information listed
in the “Provide the following information to your other participants” section.

Step4  Copy the WebEx information from the confirmation email
Step5 In your email program, create a new email addressed to your WebEx participants.
Step6  Paste the WebEx information into the email and send it.

WebEx participants join the meeting by clicking the URL you sent in the email or copying and pasting
it into their browser.

TelePresence participants join the meeting by pressing the button on their TelePresence phone.

Step7  When you are finished making changes in the WebEx window, click Apply to save your changes.

Note  The process of authenticating with WebEx maps the meeting organizer’s enterprise user account to their
WebEx account. If their WebEx account changes after they log into WebEx the first time, they will use
the Re-authenticate button to log into WebEx the next time with their new username and password and,
after successful login, the mapping will be updated to their new WebEx account. Any WebEx account
created for the meeting organizer’s company can be used to authenticate with WebEx, as long as the
meeting organizer knows the correct username and password. If your WebEx account is reactivated, or
a new one is created, you must reauthenticate with WebEx to be able to schedule WebEx-enabled
TelePresence meetings.

Cisco TelePresence Manager Release 1.7 Administration and Installation Guide
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Meeting Manager Window 1l

Reactivating a WebEx Account

If the meeting organizer’s WebEx account is inactive, they will not be able to schedule WebEx-enabled
TelePresence meetings. CTS-Manager sends an email to the meeting organizer to inform them of this
situation and tell them how to reactivate their account.

To reactivate their WebEx account, the meeting organizer must:
1. Contact their WebEx administrator.

2. Open the confirmation email for an upcoming Cisco TelePresence meeting they scheduled. If they
have no upcoming meetings, they must schedule one now.

3. Click the WebEx button in the email.
4. Login to Cisco TelePresence Manager using their enterprise user ID and password.

5. Click the Authenticate with WebEx button and log in to WebEx using their reactivated account
username and password.

After successful login, they are redirected to Cisco TelePresence Manager where they can enable WebEx
for their TelePresence meeting.

WebEx Roles

The CTS-Manager administrator is responsible for assigning WebEx roles to users. Until the
administrator assigns a role to a meeting organizer, their role is determined by the WebEx default user
type configured in the Configure > Application Settings > Bridges and Servers window.

There are three types of WebEx users:
e WebEx Permitted User
e WebEx Premium User

e WebEx Non-Permitted User

WebEx Permitted User

WebEx Permitted users can request WebEx on a meeting-by-meeting basis.

To enable WebEx for their meeting, they do the following:

Step 1 Click the WebEx tab, select the YES radio button, then click Apply.
WebEXx is enabled and the following WebEx details appear:
- Call-in Toll-Free Number
- Call-in Toll Number
— WebEx Meeting Host Key
- WebEx Meeting ID
— Meeting Password
- URL

After a few minutes, you will receive an updated confirmation email with the WebEx information
listed in the “Provide the following information to your other participants” section.

Step2  Copy the WebEx information from the confirmation semail

Step3  In their email program, creates a new email addressed to your WebEx participants.
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Step4d  Paste the WebEx information into the email and send it.

WebEXx participants join the meeting by clicking the URL you sent in the email or copying and pasting
it into their browser.

TelePresence participants join the meeting by pressing the button on their TelePresence phone.

Step5  When you are finished making changes in the WebEx window, click Apply to save your changes

WebEx Premium User

WebEx Premium users, automatically have WebEx included with every meeting they schedule.

All they have to do is provide the WebEx information to your meeting participants:

Step1  Copy the WebEx information from the confirmation email
Step2  In their email program, create a new email addressed to their WebEx participants.
Step3  Paste the WebEx information into the email and send it.

WebEXx participants join the meeting by clicking the URL you sent in the email or copying and pasting
it into their browser.

TelePresence participants join the meeting by pressing the button on their TelePresence phone.

Note  All existing meetings scheduled by the user before they become a WebEx Premium User will remain
unchanged. All meetings scheduled thereafter will have WebEx enabled. WebEx can be enabled for an
existing meeting only by adding or deleting rooms or changing the time of the meeting.

WebEx Non-Permitted User

WebEx Non-Permitted users are not permitted to use WebEx with any of your meetings.

The WebEx button in the confirmation email and the WebEXx tab in the confirmation meeting details
window are not available.

Usage Survey

The Usage Survey window allows the meeting organizer to fill out the survey, as set up by the
administrator in the Configure > Application Settings > Usage Survey window.

~

Note  This tab is not available if the Metrics Dashboard and Reporting API license has not been uploaded in
the Configure > Licenses > License Files window.

Meeting Options
The meeting options window allows the meeting organizer to adjust other options for their meeting.

Should TelePresence Be Disabled For This Meeting: Allows you to disable TelePresence for the
meeting.
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Is this meeting intended for recording a video to be distributed later?: Allows you to record the
meeting for distribution later.

Meeting Subject on Phone: Allows you to show or hide the TelePresence meeting subject on the phone
in the TelePresence room.

When you are finished making changes in the Meeting Options window, click Apply to save your
changes.

System Alert Notification

Each day after the CTS-Manager maintenance cycle, the SysAdmin receives a system alert notification
email if there are any meetings that were scheduled but never took place (no-show meetings), and
meetings for which the survey was not completed by the meeting organizer.

This email displays the following information:

Table 13-7 Organizers of No-Show Meetings

Field Name Description

Organizer Name The meeting organizer who scheduled the meeting.

Meeting Count The number of scheduled meetings that never took place

Total Hours The total number of hours associated with the meetings that never took place

Meetings without Usage Survey Responses

Field Name Description
Organizer Name The meeting organizer who scheduled the meeting
Meeting Count The number of scheduled meetings for which the Usage Survey has not been completed.

~
Note  The Meetings without Usage Survey Responses information will not be available if the Metrics

Dashboard and Reporting API license is not uploaded. To upload the Metrics Dashboard and Reporting
API license, go to the Configure > Licenses window, click the License Files tab and click Upload.
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