Tandberg Conference Scheduler

“How-To” Guide
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Introduction:

The purpose of this document is to explain how to schedule your Tandberg endpoint to
make mult- site conference calls with other endpoints using the Codian Bridge located at the
University of Maine.

The following equipment has been installed at the University of Maine.

Codian 30 port bridge
Tandberg Content Server
Movi server

P wnNPE

Tandberg Management Server (TMS)

Going forward K-12 schools will have an opportunity to:

e Schedule a bridge call to make a multi-site video call
e Setup an ad-hoc multisite video call using the bridge
e Record and archive a video conference using the Content Server

e Download MOVI which will allow users to make a video call using your PC laptop or
Desktop (Mac version scheduled for 2010)

The following instructions will help you connect your video endpoint to interface with the University
System Core Infrastructure (VCS) so you will be able to leverage the solutions outlined above. For
instructions on how to configure your endpoint, use the content server, or MOVI please refer to the
following separate documents:

e Endpoint Reconfiguration How To Guide
e Connecting to the Content Server How to Guide

e Downloading and Using MOV!I for Desktop Video

All documents will be posted on the LIVE-C website at www.livec.org or you can contact the University
System Help Desk at 1-888-FOR-MSLN or support@msin.net.
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Using Tandberg Scheduler to schedule a Conference Call:

1. First you must obtain a log in username and password from MSLN. To do this please contact the
University System Help Desk at 1-888-FOR-MSLN or support@msin.net. Each member of your
team who will be responsible for scheduling conferences in your district may have their own set

of credentials.

1la. From any computer open a web browser and follow the instructions listed below:

") Mozilla Firefox

N

2. Open a Web browser and go to:
http://tms.networkmaine.net/scheduler

3. Login to the wehsite
uising the credentials
you received from the

MSLN HEIPdESk 0 Enter usermame and password for hktp:)ftms.networkmaing. net

User Name: ‘ ‘

Authentication Required

Password: ‘ oo ‘
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File: gdit View  History ﬁool;rnafks Iﬁols ﬂéﬁ -

* e / gy || http:fftms.networkmaine.net/tms{Tandberg/ TMS{LI{TandbergScheduler /Default. aspx v "' )

L_.] TANDBERG SCHEDULER

TANDBERG

choose choose
time first conference
room first

4. Select the Start button

TANDBERG Scheduler 1
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) TANDBERG SCHEDULER - Mozilla Firefox @

File Edit Yiew History Bookmarks Tools Help

@ - C (8, L] http:jjtms.networkmaine.netjtms/Tandberq/TMSJUL/Tandbergscheduer/Def ault aspx?PAGE=PARTICIPANTaselectDatetimeFirst=false

| | TANDBERG SCHEDULER o ;

TANDBERG

My Conferences Log Out

5.Choose the endp(;mts
in the conference in the |

Select a room:
+ MSAD#9
+ Sanford School District
1 Dr. Levesque Elementary Scho
1 East Grand School
[ Hampden Academny
1 Katahdin Elerentary School
1 Katahdin MS/HS
(1 Lewiston High School
H Machias High School
] Madawaska ES
I Madawaska MS/HS
1 Marion C. Cook School
% Milo Elernentary School

5a. Unlisted endpints can be added by

Add unlisted ) clicking here.

(You can add an endpoint by IP number or
CANCEL SIP address)

TANDBERG Scheduler 1 2

) TANDBERG SCHEDULER - Mozilla Firefox
file Edt View Hstory Bookmarks Tools Help

@ - C 5. L http:fjtms.networkmaine.net/tms{Tandberg/TM5/UI{Tandberg Default.asp: TIC] JectD: —fal -112g-

|| TANDBERG SCHEDULER

TANDBERG

Log Out

Dial Out Dial In

Remember to include country and area code when adding an
1SDN number. If you do not know the number, you can use
Dial In, and instead the site must dial into the conference 5b. Add the
2l Hampden Acaderny ¥ 5
1 atahdin Elemantry Schoo! e unlisted endpoint (If

ewiston High School H
H wachiss tigh sehool —— needed) and click
ADD.

Marion C. Cook School @ video ISDN Ovideo 1P

Milo Elementary School

A O Telephone O Telephone 1P

O video s1P

ADD CANCEL

PREVIOUS CANCEL NEXT

TANDBERG Scheduler 1 2
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£) TANDBERG SCHEDULER - Wozilla Firefox FEX
Fle Edt Vew History Bookmarks Tools Help

65 v c 2L | httpijjtms.networkmaine.netftms/Tandberg/TMS/UI TandbergScheduler /Default aspx?PAGE=PARTICIPANTSselectDatetimeFirst=false

| TANDBERG SCHEDULER

TANDBERG

Log Out

Select a room:

+ Sanford School District

&1 Dr, Levesque Elementary Scho
2 East Grand School

] Hampden Acaderny

] Katahdin Elementary School
2] Katahdin MS/HS

2] Lewiston High School

H Machias High School h .
Bl Hadavasks 5 6. Move the endpoint sected to the right
% Madawaska MS/HS

2] Marion C. Cook School 1 icki i

g e ook el window (B) by clicking the right arrow
% PCHS

21 Madawaska MS/HS
21 ilo Elementary Schodl

W ,T 7. When finished click on NEXT

TANDBERG Scheduler 1 2
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£) TANDBERG SCHEDULER - Mozilla Firefox
Fle Edit Yiew History Bookmarks Tools Help

65 v c oL Ll httpifftms.networkmaine.netjtms/Tandberg/ TMS({UI{TandbergScheduler/Default. aspx?PAGE=PARTICIPANTSselect DatetimeFirst=False v "l‘

| TANDBERG SCHEDULER

TANDBERG

Log Out

Select date:

10/2/2009

Ro
All Rooms (local time)

T " et 8. Select the date, start, and end times for
Milo Elernentary Schaol | 07 08 09 10 |11 the conference

Marion C. Caok Schoal J 07 08 09 10 1im

Recurrence

9. If this is a reacuring conference

PREVIOUS CANCEL NEXT select those option here.

TANDBERG Scheduler 1 2 3

10. When finished, click NEXT
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£2) TANDBERG SCHEDULER - Mozilla Firefox

Fle Edt Vew Higtory Bookmarks Tools Help

i@ v c 2 g || httpifftms.networkmaine.netftms/Tandberg/ TMS/UI{ TandberqScheduler/Default aspx?PAGE=PARTICIPANTAselectDatetimeFirst=False

| TANDBERG SCHEDULER

TANDBERG

Confirm booking
Conference title

Billing Code

Date

10/2/2009 1:53 PM

Rooms Start time (Local time) .
Madsvaska MS/HS [1:53 P 11. Name your conference and confirm your

Milo Elernentary School 1:53 PM

Marion C. Cook School [1:53 PM Settings.
| Advanced |
12. When you are finished, click
PREVIOUS CANCEL CONFIRM | VCONFIRM :

TANDBERG Scheduler 1 2 3 4
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) TANDBERG SCHEDULER - Mozilla Firefox

File Edit View History
@ Cc X

,j TANDBERG SCHEDULER

Bookmarks  Tools  Help

L&

http:{{tms.netwarkmaine.net/tms{Tandberg/ TMS{UI{ Tandber

IDefault asp: TIC I

TANDBERG

My Conferences Log Out

Confirmation
Your conference has been s

Confirmed eonference information will be sent to:damboise@maine edu
This should be forwarded to all conference participants.

n and delete a scheduled confe:

13. Scheduled conferences are
listed here.

CLOSE
TANDBERG Scheduler

) TANDBERG SCHEDULER - Mozilla Firefox F=
Fle Edt View Hstory Bookmarks Tooks Help

@ * € o L] hetpuifms.networkmaine.net/tms/Tandberg/ /LI TandbergScheduerTandbergScheduer_conferencesDefau aspx -Jlsa-
| '| TANDBERG SCHEDULER =-

Book Meeting Room

Log Out

Select a conference to edit or delete it.

start End Canfarence
Select Date e time i
LW /2 2000 1:53 pM 2:23 PM f\‘;‘:“‘“‘ ElEsHnoAn 22005

14. You can change or delete a scheduled
conference by clicking the select box and
then the EDIT or DELETE button.

EDIT ][ DELETE
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That is it! You have scheduled your conference. The bridge will call out to each of the conference
participants automatically when the conference is due to start. All you have to do is make sure the
endpoints are on and ready to receive a call. If you should not have the endpoint ready, and the
conference has already started, the bridge will attempt to contact your endpoint within 30 sec.

If you have any questions or problems, please contact the University System Help Desk at 1-888-FOR-
MSLN or support@msin.net.
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