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Moderating a Web Collab Session from a Conference Room
The following will give you step-by-step instructions for moderating a Web Collab Session
from a conference room. Your conference room must have a network connected computer
and phone.

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 _gient.
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Step 2: Change Device to Conference Room Phone
1. Go to your Device icon and select Change Settings...
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2. Click on the Devices tab.

r N
(& OpenScape WebClient Settings - Windows Internet Explarer =T
Appearance | Journal || Forwarding || Devices | Named device ists
Activate rule profile:

[ [ Mot activated \ 4

Preferred device: [Office phone -

O incoming calls | Office phone > &
[ outgoing cals | Office phone v &

Forward incoming calls &

O uncondibonelto;  |Notactvated  *
1 onbusy to: [Notactvated ~
[l aftertmeto:  |Notactvated |~

Close

3. Click on the New button to create a new Device.
i@ Openscape WebClient Settings - Windows Intemet Explorer =)

Appearance || Journal || Forwarding || Devices 3| Named device lists

List of preferred devices

Preferred devices: +
i@ Office phone +17173461108 Standard redirection timeout 2 A

3 Cancel Apply

4. Provide a name for the Device, such as Conf Rm 4.
5. Enter the telephone number of the conference room phone. Please note: You must add a
+1 in front of the 10 digit conference room number.
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6. Click OK.
New device b4
Name: | Conf Rm 4 |
Phone: | +17177874235 |
(* ring time: |30 sec

¢~ standard redirection timeout
" No redirection timeout

T

7. You will now see your newly created device in your List of preferred devices. Click Apply

then OK.
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(2 OpenScape WebClient Settings - Windows Internet Explorer (o[ E [t
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Appearance || Joumal || Forwarding || Devices || Named device lists
List of preferred devices

Preferred devices: +
Ml Office phone +17173461108 Standard redirection timeout s =

B confrRm4 17177874235 ring time: 30 sec & %

New
I 0K I Cancel I Apply I
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8. Go back to your Devices icon and select the newly created device from the drop down box.

Step 3: Start and Moderate Your Conference
1. Click on the Conferences tab on the main screen.

b Test Zegher Parry, Brabet A.
L Conf Call Test 2 disgjer Py, izabeth f-%
b D3I 5000 AN Web Calsh Testing Togger Py, Blrabe®:

2. Click the drop down arrow next to the conference you would like to start and select Join to

Conference.

’q_‘.‘ Lol o hiips openscapeucl pagay et bortal e oadOnenbiane
W Favorites 5 B Web Sice ¢ V- UHM‘S | Propletiuent Logen #8 | Consulzant Access EAE IT _ 3| Verizon (Siemens) Project. | Penn Connect - Leaening i 8| VCE Project Site
% 8 Verizon (Siemens) P_ 8 Verizon Transition — i OpanSeaps Wab_ X Fi v B 2 mw v pagev Satetyv Tooksw @

A Conferences

b - ‘Web Colab Testing Zegler Parry, Etmbesh 7.5
Wiew Confirence |
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3. A call control box will appear and the system will call the conference room phone. Simply
answer the call.

a & hitps//openscapeucl.pagov 't

W Mased Calle | Journal | Vocesal Boi | Coaferences | Contacts d e Vew
s&& T et
* Start Tame Joins
Fia b Web Collab Testing - PIN: 45491 S oy, Bmbeth A.
o = Acttve Call on device Cond itm 4 by, Disheth A
P DIR/19 1000 A Conference Cal 17124708 Lo 0 e ey, Basbeth
Mew Call - M~

4. Once you are joined to the conference, the call control box will display the details of your
conference. To start the Web Collaboration portion, click on the world icon.

>)' & hitps://openscapeucl.pa.gov/tweb/portal/req7load OpenScape P - @ C X || © OpenScape WebClient +1(7... %

- Missed Calls || Journal || Voicemail Box || Conferences © Contacts || Instant Messaging © Forward Call || Directory Search || Bookmarks | Team View

A X X Call Control a | Al Conferences v

~ Start Time Web Collab Testing on device Conf Rm 4. i

b - PIN: 245491 Active participants: 1 iy, Elizabeth &
== Zeigler Parry, Elizabeth L. T ew [y, Eizabeth Fa'e
b 02/21/14 10:00 AM ry, Elizabeth A

Notin Conference

MNew Call

5. The system will then ask if you would like to run fastclient. Click Run.

Do you want to run or save fastclient_i_r434211E0.exe from openscapeucl.pa.gov?

@ This type of file could harm your computer. Run Save = Cancel

6. Web Collaboration will launch on your screen and provide you with the tools necessary to run
your meeting.
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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?grsr?‘?:slfgsry 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




