Creating a Connect Meeting Room

1). Login to Connect — Open a web browser and enter http://connect.rit.edu into the address bar. Use your RIT
Computer Account (DCE).

2). Meeting Listing - Click on the “Meetings” tab along the top of the page (Figure 1). Then, from the next page,
select “New Meeting” (Figure 2).
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3). Meeting Information - Fill in the information on the “Meeting Information” page then click next (Figure 3).

e Start Time: Meeting start time is
only for reference if you send an
invitation from Connect Meeting.
The meeting room will be available
before the meeting time and will
remain available indefinitely after
the meeting has ended.

Enter Meeting Information
Enter Meeting Information

Name: =

Custom URL: http://pepper.rit.edu/

(Leave this field blank for 3 system-generated URL, or include a unique URL path. For example:
*productdeme” wil result in http://pepper.rit.edu/productdemoy)

Summary:
{max length=750 characters)

e Recommended Meeting Access:
RIT Faculty, Staff, and students
who have been added as

Start Time: [21 ~][october =[[2005 [ [03:45PM = participants to the meeting

Duration: G5 ] hoursminutes beforehand are all registe;(ed users
(See step 4). Persons affiliated

e Tempte [Shared Templates\Default Meeting Tempiate <] with RIT will use their RIT

Langusge: * B Computer Account (DCE) to login
to Connect Meeting. Those not

e  Only registered users and accepted guests may enter the roam affiliated will need to login as a

" Anyone who has the URL for the meeting can enter the room guest and you will need to accept

them in at the time they log in.
Figure 3



4). Select Participants - If your meeting is set up so only registered users can login to your meeting you are
going to want to add them as a participants (Figure 4).
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{5 Administrators

& Authors

&5 Training Managers
& Learners

& Meeting Hosts

£ 034-0104-340-50
£ 034-0630-710-90
£ 043-0624-770-90
&5 043-0633-505-50

@, Search

Available Users and Groups l

e From the “Available Users and
Groups” box located to the left, use
the Search option at the bottom to

Administrators
Authors

Training Managers
Learners

Meeting Hosts
034-0104-340-90
034-0630-710-90
043-0624-770-90

043-0633-505-90

Current Participants For Demo

5 & Marybeth Martin  Host mjmetc

@, Search

locate the group (i.e., course
number) or individual user you want

to add™.

e Once you have found the users or
groups in your search highlight the
| name and click on the “Add” button.
This will move the name over to the
“Current Participants” box to the
right.
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*NOTE: Online Learning will need to ‘add’ your students or RIT Staff to Connect Meeting if you do not find them
after searching in the Available Users and Groups box. If you have not set this up, you can do so by contacting
Online Learning at online@srit.edu or via phone at 585-475-5089 (V); 585-475-5896 (try); 1-800-CALL RIT.

5. Send Invitations (Optional) — You can choose to send an invitation to users that are registered for your
course. If you do not want to send an invitation, you can copy the meeting URL from the “Meeting Information”
that will appear after clicking Finish (Figure 5).

Send Invitations

Send Invitations

Send E-Mail Invitations...

To:
Subject:

Attach Microsoft®
Outlook™ calendar event
(vCal) to e-mail
message:

Message Body:

This feature allows you to send invitations to your meeting invitees. These invitations include the URL, start time, end
time and description of the meeting.

* Send Invitations
Do not send invitations
All Hosts, Presenters and Participants -

Demo

v Yes

Please join me in a Macromedia Breeze meeting

Meeting Name: Demo

summary:

Invited By: Marybeth Martin {mjmetc@rit.edu)
When: {meeting-time}

Time Zone: {time-zone}

To join the meeting:

Cancel < Previous Finish
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