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HUDDERSHIELD How to set up a UniConnect Meeting

Login:
| To get started you must first type the

Password: UniConnect URL into a web browser and log in.
The URL is:
http://uniconnect.hud.ac.uk

Forgot vour password?

> UniConnect 2

[ Home | Content  Training | i | Event

As soon as you log into UniConnect, You
will see a home screen to create a new

|__| My Training s Training Catalog

View ~l &J

meeting click on the Meeting button. p)

Enter Meeting Information
Enter Meeting Information

Meeting Information

Name: * |Torn's Meeting

Cust: URL:
ustom http://uniconnect.hud.ac.uk/ tomsMeeting

(Leawve this field blank for a system-generated URL, or include a unigque URL pa
hyphens. For example: "product-demo” will result in http://uniconnact.hud.ac.uH

Summary: UniConnect Meeting -
{max length=4000 characters)

Start Time: 7 ~ September - 2012 - 11:15 AmIRd

Duration: 01:00 =~ hours:minutes

Select Template: Shared Templates\Default Meeting Template -

Language: * English hd

Access: T Only registered users may enter the room (guest access is blocked

= oOnly registered users and accepted guests may enter the room

T anyone who has the URL for the meeting can enter the room

(" »

fter clicking on create new meeting button, this screen will appear.
Fill the necessary information like name, time and duration.

If you would like to create your own URL path then do so or you can leave it blank for
\one to be generated for you. Once the information has been completed click on next.
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HUDDERSFIELD How to set up a UniConnect Meeting

Select Partiapants Send Invitations
Select Participants Send Invitations
This featuris abiows; you to send inviatiors te your meeting . These intations indude the UKL, st time, end time and desripticn of the
nestig.
Mvailable Users and Groups Current Participants For Tom's Meeting
& Usman Igbal  sghad & Usman Tobal  Most mena Send sl Invtations: ® Send inviations
" Do ot send invitatens
& Usmanighd  omau & Usman Igbal Participant vighdl - 2
Ta: Partparks enly =
& Usman Sharf - scomus Subjent: Al et Prisvtiters aned Porbxmmts
HOgts offy
Btk Meroroltg Fresenters ooy
Ocklonkc™ calendiar Pastimrts cry
event (iCal to e-mal Yo
messae!
Nessige Gody: Flease join me in an Adcbe Correct Neeting.

Summary: UniConnedt Meetng
Inviced By Usman tgbal {LUigbakéhud.acuk)
When: {11:15-12:15}

To jein the meeting:

e/ fumicernect hud.ac uk temsmesting!
wreman Uear *
[ Add) | | Qsesrch -

[ e

temers Tncorporatied and its brersoes. AN nghts tesen

ﬁhe next stage is to send invitations you are able
mou are then able to invite the participants you to select who you would like to send the invitation
want to attend the meeting you are able to search to from the drop down list.

through all the users and groups and add them by
selecting the search and add functions.

You can also view and edit the message in the text
field the message contains the relevant

Click on next once you have added the participants information that a user may need to know about
Q/ou would like to attend the meeting. the meeting.

ane completed click on finish.

Attendees (2)

(1) e Mzetings » | | oman > g Tom's Meeting

v Hosts (1)

Meating Infeemation. | Edi Information | Edt Partiopanes | [ntations | Unlnadzd Conten | Rocordings | Brports &, Usmon igbal
Meeting Information » Presenters (0)
Hame: Ton's Masting * Participants (1)
Summary: Uniconnect Meeting B Usman Igbal 2
Sran Time: /07 2012 1115 AN

Duration: 01:00

URL:

Number of users mroom: 0
Languzge: English

s Oy registered users snd accepled gwests may enter Ube room

Enar Metbng Roem

he Systems incomorated and its ieensars, Al ights reseniad

You can view all the Hosts, Presenters and
Participants in the attendees pod, the Hosts have
the ability to change what functions each

attendee has before and during the meeting.

Once the setup has finished, you are able to
view the meeting information and enter the
meeting by clicking on “Enter Meeting Room.”
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I
tomi
professionals

=) Tom's Meeting (Sharing) - Windows Internet Explore:

Lﬁ! Meeting ~ Layouts Pods  Audio
Hdode

m Manage Meeting Information

Manage Access & Entry
Change My Role

Preferences...

Audio Setup Wizard...

Record Meeting...
Switch To Prepare Mode

Enable Presenter Only Area

End Meeting...

To end the meeting you must go to the
Meeting tab which is located in the top
left of the screen and click on the option
to end meeting.

\_

Tom's Meeting

The host has ended thes meeting, Thank you for atiending.

Here is the Host screen.

attendees. The option to start the meeting again
\and lock it are also available from this screen.

Meeting in UniConnect

When you end the meeting, all attendees will be removed from
the meeting room.

Show this message to everyone.

The host has ended this meeting. Thank you for attending|

[] Open this URL for everyone.

Enter URL here

When ending the meeting, the host is able to send a
message to everyone to thank them for attending, and
can also send the URL if they would like to share some
content or information with the attendees.

Once the Host has ended the meeting, they will be
able to view the message that was sent out to the

\_Click on OK.

Tom's Meeting

The host has ended ths mesting, Thank you for atiending.

3 Here is what all the other attendees will see
once the meeting has ended. The screen will
show the message that the host has sent out.



http://ipark.hud.ac.uk/

	Slide Number 1
	Slide Number 2
	Slide Number 3

