How Do | Schedule A Meeting on

Windows?

INFO: If you do not have the Meeting options, please contact your
Service Provider to have this enabled.

To schedule a Meeting from Pod Connect for Desktop for Windows

From Pod Connect click on Meetings > Schedule
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In the Schedule A New Meeting window you will be able to set your Meeting requirements
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Topic:  Henry Jackson's Meeting
When
Start: Wed  April
Duraticn: 1
Time Zone:

Recurring meeting
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Video (when joining a meeting)
Host: On (® Off
Participants: On ‘& Off
Audio Options
Telephone Computer Audic ' ® Telephone and Computer Audio

Dial in from United Kingdom  Edit

Meeting Options

+" Require meeting password
Enable join before host
Mute participants on entry

+" Use Personal Meeting ID

Advanced Options ~

Record the meeting autematically on the local computer
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e Topic: Set the name or subject of the Meeting

Google Calendar

®  Other Calendars
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e When: Pick the Start Date & Time, Duration, this does not have be an exact time this is only an indication of how
long you expect the Meeting to last. If this is a recurring Meeting tick the Recurring meeting check box.
e Video: By default when joining a Meeting video is turned off until the Host or Participant turns its on.
¢ Audio Options: Recommended to leave as default Telephone and Computer Audio
Meeting Options: Click on Advanced Options to show all options
o Require meeting password: We recommend that all scheduled Meetings are password protected.
o Enable join before host: Enabling this option will require a password to be set.
o Mute participants on entry: The host can unmute participants when ready
o Use Personal Meeting ID: This will allow you to schedule a Meeting using your Personal Meeting ID or
your Personal Link see the How Do | Create A Personal Meeting Link? documentation.
o Record the meeting automatically on the local computer: The meeting will be recorded and saved on
your local computer, see How Do | Record A Meeting? for further information.
e Calendar: This will save the Meeting in your calendar.

Click on Schedule to save your Meeting. You can start the Meeting when ready. You can either invite participants directly

from the Meeting or send them the Meeting ID or web address. A window with the Meeting details that can be copied will
appear.

(&) Meeting - Schedule a Meeting X

Your meeting is scheduled.

Click the button below to copy the invitation to clipboard.

Henry Jackson is inviting you to a scheduled meeting.

Topic: Henry Jackson's Meeting
Time: Apr 29, 2020 12:00 PM Londen

Join by URL:
https://pod.accessionmeeting.com/}/ 116847521987
pwd=NnphYUFOMOVAcKtTOx oY ThkaEhndz09
Password: 2d2k3eeTw3
OriPhone one-tap:
+448000221663,,11689752198# (United Kingdom Toll)
Or join by phone:

Dial: +44 8000221663 (United Kingdom Toll)
Meeting ID: 116 8975 2198

Password: 796101

Copy to Clipboard Open with default calendar (ics)

INFO: When scheduling a one off (Not recurring) meeting and not
using the Personal Meeting ID this will generate a random Meeting ID
that can only be used once. Once the host has ended the Meeting that
Meeting ID becomes invalid.

Enable join before host: For this feature to work you must first
disable Waiting Room in the Advanced Settings see the Start Up Guide

- Recommend Setting For Pod Connect for Desktop for further
information.

To view your upcoming Meetings click on Meetings > View Upcoming Meetings
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This window will list all upcoming Meetings, from here you can either Start, Edit or Delete the meeting or Copy the meeting
invite which will allow you to send as an email.
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Personal Meeting 1D

116-8975-2198

Today 12:00 PM to 01:00 PM

Topic Henry Jackson's Meeting
Meeting ID: 116 8975 2198

| Start | Edit | Delete || Copy |

INFO: Depending on if you have saved the meeting to your Calendar

you may receive a notification from your calendar that the Meeting is

about to start. Pod Connect will not automatically start the meeting. If
you think you may not be able to attend but would like the Meeting to

go ahead then you should enable Join Before Host.
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