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Schedule Web Collaboration Session from Web Client
The following will give you step-by-step instructions for creating a scheduled web
collaboration from the web client and inviting participants.

Step 1: Log Into UC Web Client
1. Log into conference room PC using your CWOPA credentials.
2. Open the following link: See last page to determine if you are System A or System B
a. System A: http://openscapeucl.pa.gov/
b. System B: http://openscapeuc?2.pa.gov/
3. You will be automatically logged into your UC Web _gllent.
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Step 2: Create Conference Call
1. Go to the conferences tab. Click on the Create New Conference icon.
& Openscape WebClient +1717)346-11.- B-8-

" v Bagev Saferyv Tool+w v

menu

Al Conferences

There are no planned conferences stored
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Name your conference.

"
| | create conterence
| Mame: [ Test Conterence cal 1
Creator: Zegier Parmy, Elzabeth
Start times
Partipants: Zeger Parry, Elzabeth s +1(717)346-1108 = 2]
=
Add particpant o= E-Mal to a prtcpants: Wl
PIN Options:
¥ Open Conference
Bridge number:
free: Record Name:
T 3
C Video conference
Other mumber: Web conference
Related information: A 4
Start oK Cancel Apphy

Check the box next to Start time. Then click the calendar icon to show a calendar. Select the

date and time of your conference call. When iou are done, click Close on the calendar.
" WebClient

| | create conference |

| Mame: Test Conference cal

Creator:

Start tinse: |muu-v.'mmu 12:14 pen mmbm 60 Mo
- O rebruary 2014 O
DAk Business: +1(717)346-1108 ;s =]
Mo Tu We Th Fr o Su
1
3[4 58 ]
10 11 12 1
17 18| 19 20
24 28 6 27 20
=
Time 12:14 pm o N
- R E-taad 10 ol pamcpants: gt
Hours
s
=
® Open Conference
neilge mumbers
Tol-free: .
Video conderence
Other number: e —
Rebated information: »
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4. Set the duration of the call in minutes.
€ OpenScape WebClient Conferences - Windows Im_@@g

Conferences

'| | create conference i
Name: ‘ Test Conference Cal
Creator: ‘ Zeigler Parry, Elizabeth

Start time: (X ‘FeerErYIZS/?UMUlUUPm [d Duration: jj 30 Min

Step 3: Add Participants

1. To enter Commonwealth employees as participants, click the magnifying glass to search on
their names. To add non-Commonwealth employees, please go to Step 3 #5.
eplo X

Conferences

|| Create conterence | |

HName: Test Conference Cal

Creaton: Zegler Parry, Elzabeth

Start time: % February/26/2014 01:00 pm i Duration: 30 M

Eepantal 2esgier Parry, Elzabeth Business:  +1(717)346-1108 & Iy =]
Add parncpant | v E‘E E-Mal to al partcipants: Wi

2. Type users last name in Name field and enter first initial in First Name field and click search.

% OpenScape WebClient Directory Search - Windows Internet Explorer‘ E=nie
Directory Search
| name Moore

First name M
Phone
Address group | Display al -
Address book | Al Address Books v il
Max. matches W

et oy off o H 4 ¢

Name Department ‘Company Number

oK Cancel Apply
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3. Scroll through the results until you find the correct name. Check the box next to their name
and click apply.
SWnmelmummm-mmworM

Directory Search

Aeldress book [ M Address Books -
A 3 a8 & ¢
“ Name Department: Company Humber
& Moore, Mchael +17177022024 o
B Moore, Michadl Office of Adminietration + 17177832230 €
Moore, Michael +17177871503 [=3
i Moore, Mchael +17177671503 [
(1) Moare, Michael TR Off Srvs FENNDOT +1T1TTET4463 ,
O Moore, Mchadl  CRSCISomerset  Comectons +18144439100
D Moore Michee  CECwCmyfnong  Commanity and Econcs 17177207414 [=3
O Moore Mchels TR Mirhcs PENNDOT +17177051008
& Moore, Peggy +171TITI6TE3 [
CoPh Seected: 1 Entries: 16-24(24) M 4 1 [
-

4. Once you click apply, the name will be added and you can search for more participants. Add
all participants necessary the click OK.
SMhmmlmm-mlmmE@rM

Mame | moore

Frst name [m

hane |

Address group | Dsplay o =

Address book | Al Address Bocks

Max. matches | 100 Search
& & & i B & C
“ Mame Department Company Number
& Moore, Mchael 17177022024 L
D Modre, Michasl Office of Adminsstration + 17177832230 o
Moaore, Michas! +17177871503 o

& Moore, Mchasl +17177871503 o
0 Meore, Michael TR Off Srvs PENNDOT *17177874463 L~
D Moore, Michasl CR SCI Somerset Comrections. +18144438100
0 Moore, Michele CECIr Cmy Fncrg Commurnity and Econd 17177207414 o
0 Moore, Mchde TR Mtr Vhcts PENNDOT *17177051008
&  Moore, Peggy «17177726783 °

Entries: 16-24(24) M 4 0 M

e o oo
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5. To add non-commonwealth employees, click the person icon.
o Client Conh - I g

Conferences

Test Conference Cal

Creator: Zeiger Parry, Elzabeth

Start thne: (x| Februany/26/2014 01:00 pm 4 Duration: 30 Mn

REKHOPRISL Zewgler Parry, Elzabeth +17173461108 Moderator & = d
Hoore, Michae! Busness: +17177671503 Invitee s - X
Add partiopant [« 1 7 - FE E-Mai to al particpants: w5t

6. Type information in the Add iarticiiant box, then click OK.
kel 2 |
[

Modify conterence |
I Mame: Test Conference Cal
Creator: egier Parry, Erabeth
Startme: % | Februany26/2014 01:00 pm A Duration: 30 Mn
R eger Parry, Elzabeth 7 =]
Moore, Michas |n~=uw rs x
Pronell| +17175551234
E-malll| rotmal@emal com
— = g
Add partcpant | T E-Mal o wat
PIN: Regenerate Options:
‘Open Conference
Bridge number:
N Record Name
ot Video conference
ther number: Wb confirence
Related information: 4
Start Dt oK Cancel Apphy
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Step 4: Set Details

1. Uncheck the box next to Open Conference. This will allow the call to be moderated.
# OpentSeape WebClisnt Conferences - Windows [nternat Explon =
| Create conference |
| Name: Test Conference Cal
Creator: Zegler Parry, Eleabeth
Starttime: (% | Febnuany/36/2014 01:00 pm @ Dumtion: 30 Mo
Lo Zeigies Parry, Elzabeth Busness: +1(T17)346-1 108 Moderator rd B
Mocre, Mchaed Buness: +1T7177832230 Invitee f x
=
Addd particpant - W E-Mal 10 ol partcpants: g1
PIN: Options:
crpess e
Tolfree: i
Other number: Web confi
Foedated information: .
Start. oK Caren Apply

2. Select Moderator or Invitee for each participant. Those that are moderators will be able to

start and end the conference call. Change by clicking on the word and selecting designation.
- -

Starttme; x  Februany/26/2014 01:00 pm [ Duration: 30 Mn

Partidpants: Zegier Parry, Elzabeth Bmess: +1(717)346-1108  Modeator e =l
Moore, Mchaed Busness: +17177832230 s

=l
Add particpant . o aE E-Mal to al partopants: Wt
PIN: Optians:
Open Conference

ml‘m
Tob ¢

rees Viden conference
Other number: e —
Related information: - 7
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3. Check the box next to Web Conference. Then click Apply and the conference details will
automatically populate.

# OpensScape WebClient Conferences - Windows Intermet — =
l
LB Modify conference ]
l Hame: Test Conference Cal |
|
Creator: Zeigler Parry, Ekzabeth
Start ime:  x  February/26/2014 01:00 pm 4 Duration: 30 Mn
Particpants: Zekgler Parry, Flzabeth +17173461108 Moderator & =]
Moore, Michast +17177871503 Maderator & e x
Test User +17175551234 Invkee & e x
Add particpant - e E-Mad to al particpants: g
PIN: : Regenrale Oplions:
Bridge number: 17176124788 Open Conference
Record Name
Tol-free: 18557344390
Video conference
Other number: E“"’" TR s
Related information: - &
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Step 5: Send Invitations
1. Click the icon next to E-Mail to all participants. An email with conference details will
automatically populate from Outlook.

K v ]

Hame; Test Conference Cal

Creator: Zegier Parry, Ekmabeth

Start tnee: 3 | Februan26/2014 01200 pm [ Duratiom: |3 Mn

Partlcpants: | eger pary, Exabetn +I717M61108  Moderator s =l
Moone, Michas Busness; +17177871503 Inniee &S e X
Test User +17175551234 Itee S e %
Add particpet - o aE Euwam@

PIN Regenerats Options:

ridge number: 17176124788 Open Conference

Recond Mame

1 18557344390

bftet Wideo confrence

Other number: Wb conference

Related Information: - 7

start Dete ok Cancel Aoy

font “Test C all" : Confl updated

Creator: Zeigler Parry, Elizabeth

Date & Tima: 2014.02.26 13:00 Eastern Standard Time
PIN: 743038

Bridge Number: 17176124788

Toll-free: 18557344350

Wb Canfy Provider: OpenS WebCollak

URL: Lpa. is /! ient_i_r3B3IIIIET.one

Web Client: https fwl.pa joindi Firy=r283233E7

C Viewer: hitp 1.pa.gov/tweb, ickToDialRC SONPM I LIFMEN LS i 07%
PLETRELTE 5]

O Sew meen about Toighes Parry, Elizabeth. 'n'.Zvir.J lJ =
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2. You may either send the auto populated email, or you may copy and paste all the information
into a calendar invitation and send to participants. If you send a calendar invitation, this will
date the user’s calendar, as well as provide meeting details.

W bosce, tachae!; poemailemall.com;
Test Web Callaboration Session

See Detals Below

Conference Notification "Test Conference Call” : Conference updated

Creator: Zeigler Parry, Elizabeth
Date & Time: 2014.02.26 13:00 Eastern Standard Time

PIN: 743038
Bridge Number: 17176124788
Toll-free: 18557344390

URL: https://openscapewebeonfl.pa.gov/client/fastelient i r38323307 exe
Web Client: hups:/fopenscapewebeonbwl.pa govfjoinclient.aspx finv=r383233E7
Conference Viewer: https://openscapeucl.pa.gov/tweb/portal/req?

dickToDial&ConferencelD=50NPMINUFMIN2USOVAVTAiLOCBhKHRDBO2%2Fu?739L0%30 5 pt _—y
B (Ctrl) =

1:30 PM - 2:00 PM
1 unknowre noemaBema.

3:00 - 330 PM
1 unknowre noemaBema.

3:30 PM - £:00 PM
L unknewre noemailgemai..

4:00 PM - 4:30 PM
L unknewre noemailemai..

4:30 PM - 5:00 PM

1 unknciwr: AORMAIGEmAL.
In Shared Folder: R Calendar (A

Your Conference Is Now Scheduled
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System by Agency

Use the following tables to determine if you are on System A or System B from Step 1.

System A System B
10 Aging 12 Labor & Industry
15 General Services 16 Education
19 State 17 Public Utility Commission
21 Public Welfare 18 Revenue
31 PEMA 20 State Police
32 Civil Service Commission 22 Fish and Boat Commission
33 PennVest 24 DCED
35 Environmental Protection 25 Probation & Parole
36 State Tax Equalization Board 26 Liquor Control Board
37 Environmental Hearing Board 27 Milk Marketing Board
38 Conservation & Natural Resources 28 Lt Governor's Office
40 State Ethics Commission 30 Historical & Museum Commission
65 Gaming Control Board 63 Independ?;rsri?:slitgry Review
67 Health 66 Securities Commission
72 Public School Employees Retirement 68 Agriculture

System

79 Insurance 71 Municipal Retirement System
81 Office of the Inspector General 75 Banking
81 OA Executive Offices 78 PennDOT
83 Patient Safety Authority 99 Governor's Office

92 Auditor General




