How to book a video conference
The first log in to the system

Start with clicking on Login button at https://meetings.cesnet.cz/

& https)//meetings.cesnet.cz
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o After clicking on ,Legin“ button, choose your 9 If you get this screen, check the information
account provider. and continue to , Request an account in
elnfrastructure”

@ Choose your institution by clicking on its title.

ClE:
very service
€ > cla =
Application for elnfra
Prihlasit Gctem
Hostel IdP
Czech elnfrastructure
Masarykova univerzita
Name* Minhal Rahal
Jiny ucet E-mail* miso@outiook.sk
O b B Py Organisation where are you from* P
@ Request an account in elnfrastructure
Kazdy uzivatel sluzeb e-Infrastruktury CESNET (dale jen , cnosti CESNET z. s. p. 0., se sidlem
Zikova 4, 160 00 Praha 6 (dale jen “Spravce”) jako provozovateli e-Infrast ruk(ury puskymum své osobni udaje a dalsi data v ramei vyuziti
sluzeb e-Infrastruktury, udéluje timto Spravci sviij vyslovny souhlas ve smyslu ustanovenim § 5 zakona &. 101/2000 Sb., o ochrang
osobnich tdajfi a 0 zména nékterych zakoni, v plainém znéni, se zpracovanim uZivatelem poskytnutych osobnich tdait a dalsich dat.
Uzivatel poskytuje Sprévei osobni (daje a dalsi data zejména za G¢elem zpfistupnéni sluzeb uzivateli
i a vyuziti v ramci server(i Spravcem, dale k vzajemné komunikaci ve smyslu zékona €. 480/2004
© CESNET, CERIT 2011 - 2014
H .
@ The screen from tHO step will be shown. (5] Congratulations! You have successfully
Choose your institution. created an account in the booking system.

eetings.cesnet.cz x m
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Settings  Help & Desan:

Main page
Welcome to reservation system for H.323/SIP and Adobe Connect virtual rooms.

You can send your suggestions to vidcon@cesnet.cz.

You haven't selected your preferred language yet (e-mail notifications will be multilingual).

You haven't selected your home time zone yet (e-mail notifications will use UTC time zone).

Do you want to use advanced user interface? m

In advanced user interface you can, e.g., filter based on attributes in list of rooms in main page.
You can switch to advanced user interface also later (by clicking on Settings in the top of the page).
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How to book a video conference

If it is a one-time event

Login before you start

[FF] Rezervacni systém -Hlav: x Y

- c .E’| https:// meet.ings.cesnet.cz

e-Infrastruktura ; . sit Olozists

CESNET Vypoéty Spoluprace

© Click on ,Create new virtual room".

Network

Computing

Data storage

Reservation system Settings  Help £ Desana Daxnerova v +01:00

Report problem

Main page
Welcome to reservation system for H.323/SIP and Adobe @ua\ rooms.

You can send your suggestions to vidcon@cesnet.cz.

What do you want to do?
« Create new virtual room

Yourrooms  Your participation in rooms

List of rooms which you own or which have been made accessible to you by other users.

Type @ Room name Technology Time slot State © Action Ix

9 If the information is correct click on the
.Finish" button.
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Reservation system % Desana Daxnerova ~ +01:00

Main page Report problem

@ Create room © Room parameters

Confirmation

Do you really want to create specified reservation?
Type: One-time room
Technology: H.323/SIP

Number of participants: 3

Requested time slot: Dec 14, 2016 11:41:00 PM
Dec 15, 2016 1:41:00 AM

Periodicity: none
Record: No

Description: Test room

User roles: & Desana Daxnerova (Owner)
Participants: Desana Daxnerova (Participant)

Notify participants: No

ifyes choose the Finish. ’

fﬁint: The difference between one-time an?\
permanent room is that to the one-time room is
always assigned random connection
address/number and after the end of the session
the content of the room is erased. The permanent

Multimédia

room has permanent address/number and itj

\eantent is kept

Bezpe&nost Identita PrihlaSeni

®) In the ,Quick creation of one-time room* table
choose technology, number of attendees
and the length of the video conference.

7] Reservation system
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# Modily room © Room parameters

Which room do you want to create?
« One-time room
2o can be used for a single conference call and it's duration is limited within days. The room is available

g entire booked period of time ou book multiple one-
Number °f vith different iden] "
attendees Used technology

eation of one-time room:
H.323/SIP

Seftings  Help

Main page Report problem

© User roles © Participants

© Confim

Adobe Connect

2 participants | 30 minutes || 1hour | 2hours | 3hours  30minutes | 1hour | 2hours || 3hours
3 participants | 30 minutes || 1hour  2hours g3hours | 30minutes || 1hour || 2hours || 3hours
4 participants | 30minutes || 1hour | 2 houvgoms 30minutes | 1hour || 2hours || 3hours
5 participants | 30 minutes || 1hour | 2hour®® 3hours | 30minutes | 1hour || 2hours || 3hours

« Permanent room
Permanent room can be used for multiple conference calls (¢.g., pg;
period of time (a number of years), but throughout the period it is ilable for participants to join. For
each conference call in the permanent room you must book capacity’ Rles how many participants will be
able to join to the room. The advantage of the permanent room is that the room get assigned identifiers (name, H.323
number or Adobe Connect URL) and these identifiers don't change throughout the room's existence (naturally if you don't
request a change). Thus the identifiers are the same for all conference calls that take place in the permanent room.

View more detailed description of each room type

Cancel

he room can be created for longer

(4] Congratulations! Now wait until the status of the

room is changed to ,open” and you can connect.
Attendees can connect according to the

information set in ,Connection options™.

Resevation system - Det X
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Reservation system Settings  Help % Desana Daxnerova ~ +01:00
Main page Report problem
Reservation User roles Participants Runtime management Recordings
History of modifications
Created Created by Type State Action

Dec 14,2016 11:42PM Desana Daxnerova New created (selected)

Type: One-time room

Technology: H.323/SIP

Number of participants

Allocated time slot: Dec 14, 2016 11:42:36 PM

Dec 15, 2016 1:41:00 AN
Periodicity: none

Record: No
Description: Test room
State: created

How to reach: 950087

User roles: & Desana [ ClearSea Dial String: 2Z-shongo-wzn2m@cs cesnet cz
: +4209500
Participants: Desana Da PSTN/phone: +420950087223
H.323 GDS number: (00420)950087223

Notify participants: No o
H.323 URI: 950087223@195.113.222 60



How to book a video conference

If you meet regularly

Login before you start
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Part 1. - Creating a permanent room

© Click on ,Create new virtual room" ® In the ,Quick creation of one-time room" table

1 “
click on ,Permanent room
[

astruktura eetinas.cesnet.cz
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ain pag Report problem Main page Report problem

Ma i n page © Room parameters © Userroles © Partcipants © Confrm

Welcome to reservation system for H.323/SIP and Adobe Connect virtual rooms.

Which room do you want to create?

You can send your suggestions to vidcon@cesnet.cz. « One-time room
One-time room can be used for a single conference call and it's duration is limited within days. The room is available
for participants to join for the entire booked period of time and when it expires it is removed. If you book multiple one-
?
What do you want to do? time rooms you can get rooms with different identifiers (e.g., different names, H.323 numbers and Adobe Connect
« Create new virtual room URLs).

Quick creation of one-time room:
H.323/SIP Adobe Connect
2 participants | 30minutes  1hour | 2hours  3hours  30minutes || 1hour | 2hours || 3hours

Your rooms Your participation in rooms

List of rooms which you own or which have been made accessible to you by other users. 8|8 |2 3 partiipants (30 minutes || four) | 2flours | Shours | | 0minutes ) | nour | 2hours | 3 hours

4 participants | 30minutes | 1hour | 2hours ~ 3hours  30minutes || 1hour | 2hours || 3hours

Type © Room name Technology Time slot State © Action ix 5 participants | 30minutes  1hour |~ 2hours  3hours  30minutes || 1hour | 2hours || 3hours

Permanent room

Permanent room can by for multiple conference calls (e.g., periodic meetings). The room can be created for longer
period of time (a numb ars), but the period it isn't available for to join. For
each conference call inB permanent room you must book capacity, which determines how many participants wil be

able to Join to the room. The advantage of the permanent room is that the room get assigned identifiers (name, H.323
number or Adobe Connect URL) and these identifiers don't change throughout the room's existence (naturally if you don't
request a change). Thus the identifiers are the same for all conference calls that take place in the permanent room.

View more detailed description of each room type

Cancel

© Fill in othe ne-time information, technology, © Congratulations! Your room has been created!
title and description of the room, room Attendees can not connect yet, but you have
validity, and PIN, which will be required when gained credentials which can be found in
connecting to the room. .Connection options”, and are valid until the

@ Click on the ,Finish* button. end of room validity.

[7] Reservation system - De: x

@ hitps//meeungs.cesnet.cz/aetai/snongomeetngs.
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Reservation system Seffings  Help

Reservation system  Sefings  Help #Desana Daxnerova ~ +01:00 Main page / D Reportproblem

Main page | Wzard Report problem

Permanent room Permanent

© Gestorom @uUerrks O Patpens @ Conim
Reservation  User roles ici Runtime it

Create permanent room 9

rding:

History of modifications

Created Created by Type State Action
Technology: F323/SIP v
Dec 14,2016 11:38 PM  Desana Daxnerova New  prepared @ ~(selected)
Description:
Type: Permanent room
Roomname:  Permanent oam Technology: HA23/SIP
st 200120 Room name: Permanent
Allocated time slot: Dec 14,2016 11:38:47 PM
e R Dec 16, 2016 11:50:50 PM
p State: prepared @
PIN: How to reach: 950087222
User roles: & Desana ( PSTN/phone: +420950087222
Participants: Desana Dal H.323 GDS number: (00420)950087222
Back | Cancel Finish || Finish and book capacily H323 URL: 950087222@195.113.222.60

Notify participants: No
H.3231P: 195.113.222.60 222¢

_ R b
ClearSea Dial String: P e t.
Allocation state: allocated | O D Sung: Permanen@ss cesnetcz
Room isn't available now:
Room state: prepared ®



How to book a video conference

If you meet

regularly

Part 2. - Reserving the capacity of the room

Why do | have to reserve the capacity? What is it?

Good question! Although the permanent room can exist for some years, it can not be available all the
time — it is necessary to reserve the capacity of the room at the time of scheduled meeting. Let us
imagine the permanent room as a room with a table without chairs. Chairs are in this case a valuable
commodity and so they are available in the room only when it is necessary. By reserving the capacity

you are saying that you will need the chairs in the room at selected time. The reason for the need to
reserve the capacity of the room is that the software license allows only the restricted number of users

communicating at the same time.

Detailed description of the capacity of the room can be found in the ,Help“ section of the system.

© The room you have created can be found in the
first part of ,.Your rooms" section on the main
page. Click on ,Reserve capacity”

@ Fill out required information like the signature
of the reservation, a number of attendees,
time of the event start, the length of the
reservation, and PIN for access to the room.
Choose if you require recording.

9 Recurrence can be set if needed.

@ Click ,Finish* to continue.

7] Reservation system - Wi- X

jervationsystem  setings e o0
poge
® Bookcaacity o pormaner oo | SIS R

Book capacity for existing permanent room

For permanent room: Permanent (H323SIP)

Validity: Dec 14, 2016 - Dec 16, 2016

Your current - Europe / Prague (+01:00)
20161214 11:03PM * minutes before

* mines ater

yyyyyyy

+Add

In case you have any questions, contact us at
vidcon@cesnet.cz.

e-infrastruktura
CESNET

B¢  Network Computing Datastorage  Cooperation =~ Multimedia  Securty — AAl

Reservation system Settings  Help % Desana Daxnerova ~ +01:00

Main page Report problem

Main page
Welcome to reservation system for H.323/SIP and Adobe Connect virtual rooms.

You can send your suggestions to vidcon@cesnet.cz.

What do you want to do?
« Create new virtual room

Your rooms Your participation in rooms
List of rooms which you own or which have been made accessible to you by other users. & & 2
e © Roomname  Technology ~ Time slot State @  Action 1x
Permanentroom  Pemmanent  H.323/SIP Dec 14, 2016 12:00 AM - Dec 16, 2016 11:59 PM ared®  ® |4 @]
Capacity reservations for Permanent: -
- 3 participants for time slot Dec 14, 2016 1:43 PM - 1:48 PM (inactive) Bockicapacity

© Congratulations! The room will be available to
attendees in reserved time. Attendees can
connect by address/number of the permanent
room, which will be same for all capacities.
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Reservation system Settings  Help

Main page / Detail of room / Capacity Report

Capacity for permanent room Permanent

Reservation User roles Participants Runtime management Recordings

History of modifications

Created Created by Type State Action

Dec 14,2016 11:04 PM  Desana Daxnerova New active (selected)

Type:

For permanent room:

Room capacity
Permanent
Number of participants: 3

Dec 14, 2016 11:04:12 PM
11:48:00 PM

Allocated time slot:

Periodicity: none
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