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Changing Your Cisco Unified
MeetingPlace Express Preferences

The Cisco Unified MeetingPlace Express system stores your personal and
meeting settings in your user profile. These profile settings are initially set by
your system administrator, but you can change some of them later.

This section describes how to change the settings that you have permission to
change.

Changing Your Personal Profile Settings, page 15-2

Changing Both Your Web and Phone Passwords, page 15-2

Changing Your Phone Password, page 15-3

Specifying Your Preferred Method of Joining Meetings, page 15-4
Recording Your Profile Name, page 15-6

Assigning a Delegate to Schedule Meetings on Your Behalf, page 15-7
Changing Your Time Zone, page 15-7

Choosing a Date Format, page 15-8

Changing the Entry and Exit Announcements from Your Cisco Unified IP
Phone, page 15-9
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Changing Your Personal Profile Settings

Before You Begin
¢  You must be on the company network.

e Login to Cisco Unified MeetingPlace Express as a profiled user.

Procedure

Step 1 Click Profile.

S

Note  The Profile link appears on every screen except for the web meeting room
screen.

Step2  Make changes keeping the following in mind:

e For First Name and Last Name, the maximum length for these fields is 32
characters.

e For Language, the language you choose only affects the web and audio
interfaces after you log in. Before you log in, or if you are a guest, you will
see and hear the system default language that your system administrator has
chosen for your Cisco Unified MeetingPlace Express system.

e If you choose English (US), your clock will be in the 12-hour format. If you
choose any language other than English (US), your clock will be in the
24-hour format.

Step3  Click Update profile.

Changing Both Your Web and Phone Passwords

This topic describes how to change both your web and phone passwords from the
Web interface.

Before You Begin
Make sure that you are logged in to the system as a profiled user.
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Step 1
Step 2

Step 3
Step 4
Step 5
Step 6
Step 7

Changing Your Phone Password

Procedure

Click Profile.

Click Change Password for the password you want to change.

~

Note  If there is no Change Password button, you cannot change this password.

Enter your current password.

Enter your new password.

Enter your new password again to verify that you entered it correctly.
Click Save.

Repeat Step 2 through Step 6 for your other password, if desired.

Related Topics
¢ Changing Your Phone Password, page 15-3

e Password Restrictions, page A-1

Changing Your Phone Password

Step 1
Step 2
Step 3

This topic describes how to change only your phone password from your
touch-tone phone.

Before You Begin

Know your current phone profile number and password.

Procedure

Dial the Cisco Unified MeetingPlace Express phone number.
Press 2#.
Follow the prompts.
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When you are finished, the system begins the prompts again from the beginning
of the list.

Step4  Press 3# and follow the prompts to enter your new password.

Related Topics
e Changing Both Your Web and Phone Passwords, page 15-2

e Password Restrictions, page A-1

Specifying Your Preferred Method of Joining
Meetings

Depending on settings made by your system administrator, you may be able to
choose how you want to join meetings of which you are the owner or to which you
are invited. The options are:

e The system calls you automatically when the meeting starts.
* You initiate the call process each time you join a meeting.

~

Note  The system can call you at the beginning of meetings to which you have
been invited only if the scheduler invited you by using the method
described in the “Inviting Participants by Using the Directory” section on
page 3-1.

Before You Begin

Make sure that you are logged in to the system as a profiled user.

Procedure

Step 1 Click Profile.
Step2  Locate the Method of Attending parameter.
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Step 3

Step 4

~

Note

Specifying Your Preferred Method of Joining Meetings

If you cannot find this parameter, you do not have permission to specify
your preferred method of attending. Skip the remainder of this procedure.

Specify how you prefer to join the voice component of your meetings.

If your system is configured for video conferencing, this parameter also
indicates how you prefer to join the video component of your meetings.

The Find Me feature applies for meetings that you schedule or start, and
meetings to which you are invited where the meeting scheduler used the

directory to specify you as an invitee.

If you chose Find Me, enter up to two phone numbers plus an optional pager
number in the order that you want the system to try.

e For each number that you enter, specify the type of number that it is.

e If the number is connected to a video endpoint, the system will recognize this
as such when you are connected.

¢ Enter each phone number in the same format that you would use to dial that
number from the telephone on your desk.

¢ You can enter only one pager number among the three options as follows:

For This Do This
Direct dial pager Enter the telephone number of the pager.
Non direct dial pager Enter your PIN number for the pager system.

e

Tip

Note

If you enter a pager number, we recommend that you enter it as the last
option in your list since delays in many pager services may result in
Cisco Unified MeetingPlace Express calling the other numbers in
addition to the pager number.

When you specify a pager number, you can enter numbers, spaces, and the
# and * symbols. Cisco Unified MeetingPlace Express ignores all other
characters.
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Step5  Click Update profile.
Step6  Click Logoff.

Recording Your Profile Name

All profile users are announced when they first enter a Cisco Unified
MeetingPlace Express meeting. Use this procedure to record your name so that
the system can introduce you in future meetings. If you do not record your name,
the system will prompt you for your name each time it dials out to you to join a
meeting.

Note  You may also be prompted to record your name when you dial in to attend a
meeting. If this occurs, follow the prompts to record your name.

Before You Begin

Know your phone profile number and password.

Procedure

Step 1 Dial your Cisco Unified MeetingPlace Express telephone number.
Step2  Press 2#.
Step3  Follow the prompts to enter your phone profile number and password.

Step4  Press 2# and follow the prompts.

User Guide for Cisco Unified MeetingPlace Express Release 2.x
m. oL-12230-01 |




| Chapter15 Changing Your Cisco Unified MeetingPlace Express Preferences
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Assigning a Delegate to Schedule Meetings on Your

Behalf

Step 1
Step 2
Step 3

Step 4

A delegate is a profiled Cisco Unified MeetingPlace Express user who can
schedule and reschedule meetings on your behalf. Your delegate has the same
meeting privileges as the meeting scheduler.

As a profiled user, you can have only one delegate. However, a delegate can act
on behalf of multiple users.

Before You Begin

e Ask your system administrator who can be your delegate. Not all users can be
delegates.

e Make sure that you are logged in to the system as a profiled user.

Procedure

Click Profile.
Locate the Assign Delegate parameter.

Enter the Cisco Unified MeetingPlace Express username of the person who will
schedule meetings for you.

Click Update Profile.

The next time your delegate logs on and clicks Schedule, your username will
appear in the Schedule on behalf of list.

Related Topics
¢ Scheduling a Meeting on Behalf of Another User, page 2-10

Changing Your Time Zone

You can change the time zone that the system uses to configure your scheduling
and notification activities.
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Step 1
Step 2
Step 3

Step 4
Step 5

Before You Begin
Make sure that you are logged in to the system as a profiled user.

Procedure

Click Profile.
Locate the Region field.
Choose a region.
e The region that you choose determines the time zones that you will see.

e If you plan to choose the “Localtime” time zone, choose Other for Region.

e

Tip The “Localtime” option is most useful if your company or organization
has locations in only one time zone. If you want to choose this option, you
must first choose Other from the Region field.

Choose a time zone.

Click Update Profile.

Choosing a Date Format

Step 1

On some systems, you can choose in what format you want dates to appear on
Cisco Unified MeetingPlace Express web pages.

Before You Begin

e Make sure that your browser accept cookies. If you delete cookies in your
browser, you must perform this task again.

¢ Open a browser and enter the URL of the Cisco Unified
MeetingPlace Express server.

Procedure

Click Attend.
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Step2  Choose a language from the bottom of the Attend page:

To Do This

Use dates in the MM/DD/YYYY Choose English (US).

format.

Use dates in the DD/MM/YYYY Choose English (UK), English (AU),
format. or French (FR).

Use dates in the DD.MM.YYYY Choose German.

format.

Use dates in the YYYY-MM-DD Choose French (CA).

format.

~

Note If you do not see any languages at the bottom of the Attend page, your
system does not offer this feature.

Changing the Entry and Exit Announcements from
Your Cisco Unified IP Phone

By default, the system announces participants as they enter and exit the meeting.
You can change these announcement options if you are the meeting scheduler for
both future meetings and meetings that are in progress.

Before You Begin

¢ You must be the meeting owner.

¢ You must have Cisco Unified MeetingPlace Express Phone View installed on
your Cisco Unified IP Phone.

e Complete the “Viewing Meeting Details On Your Cisco Unified IP Phone”
section on page 14-6 for the meeting that you want to modify.
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Procedure

Step1  Press the Ancmnts softkey.
If you do not see Ancmnts, press more.
Step2  Select the announcement that you want to change.
e Press 1 to change the entry announcement.
e Press 2 to change the exit announcement.
Step3  Choose the announcement style that you want.

e Press 1 to hear a beep plus the recorded name of the participant who is
arriving or departing.

e Press 2 to hear only a beep when a participant arrives or departs.
e Press 3 to allow participants to arrive or depart silently.
Stepd  Press Close.
Step5  (Optional) Repeat Step 2 through Step 4 to change the other announcement.

User Guide for Cisco Unified MeetingPlace Express Release 2.x
m. oL-12230-01 |



	Changing Your Cisco Unified MeetingPlace Express Preferences
	Changing Your Personal Profile Settings
	Changing Both Your Web and Phone Passwords
	Changing Your Phone Password
	Specifying Your Preferred Method of Joining Meetings
	Recording Your Profile Name
	Assigning a Delegate to Schedule Meetings on Your Behalf
	Changing Your Time Zone
	Choosing a Date Format
	Changing the Entry and Exit Announcements from Your Cisco Unified IP Phone



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


