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Booking a Scopia VMR (Virtual Meeting Room)

KAMS currently have access to 2 WACHS controlled Scopia meeting rooms.

NOTE: If you are organizing a Scopia meeting it is a good idea to check if the attendees are equipped
to participate — Not all KAMS computers have the Scopia client installed on their computers and this
may be the case for other parties. If you are organizing a meeting with people outside of
WACHS/KAMS perhaps consider using the Telstra VMR or Skype 4 Business options.

KAMS technical support is limited to assisting with installing the Scopia client and basic
troubleshooting with Scopia as the meeting rooms are WACHS controlled.

To book one of these virtual meeting rooms
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Choose either KAMS-VMR1 or KAMS-VMR?2, then add any other people that you
want to join the meeting (if they are KAMS staff search for them in this address
list, otherwise you can add addresses outside of KAMS later).

Click OK.
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3) The scheduling assistant lets you see if the meeting room is booked already or
not — see the pic below — the meeting room is booked from 8am to 4pm on that
day so | cannot book this VMR during this time
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If the selected VMR is already booked, click Add Attendees again, remove the
selected VMR and add the other VMR.

Using the scheduling assistant helps you book the meeting room at an available
time, avoiding conflicts.

It also helps you see availability of other KAMS staff in the list, if you added any.

4) If you need to add any more people to the meeting, that couldn’t be added in
the scheduling assistant, click on “Appointment” and type their addresses into
the TO section.

5) If you are conducting this meeting in a room that requires approval (e.g.
Boardroom at Napier Terrace), click the “Rooms” button and select the
appropriate room. This will send the request to a group of approvers, and you
will get an email advising when the room is or is not approved.

6) In the meeting body you can type instructions for joining the meeting
e.g.
“Please join Scopia Room 6233x” — it is important to specify the Scopia room so
your attendees know which room they need to join.
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7) You will receive an email KAMS-Telstra-VMR20-0392608651
] . . . A ted: Test
n Otlflcatlon a dVISI ng you r req u eSt \‘.":ecnep eTI‘vu\'sedSa}. 22 November 2018 1:00 PM-2:00 PM [UTC+08:00) Perth.
. Location  KAMS Boardroom

Was accepted (assumlng the VM R 0K,‘:\MS-Telstra-‘v’MF‘.ZC‘-QEEEEC‘BEiT has accepted this meeting.

has not already been booked, using

scheduling assistant will help bypass _

these issues) \Z’Sup;w;\i/:aiph;‘i:fad one of KAMS Telstra Virtual Meeting Rooms that can hold up to

The meeting room is equipped to receive video or telephone calls.
The PIN for this meeting room is 9513. If you are the meeting organiser/host
you will need to input this PIN when you join the conference.

Your request was accepted.

The email will contain instructions Join by telephone: Dial 1800877223, then enter 0392608651 followed by #
.. . If you are the meeting host enter PIN number 9513 followed by #
forhowtoJoin the MEeNg 352 mosnrwemscumememapomes
meeting organizer (see right) 951 followsd by #
Join from computer: Browse to https://join.telstra.com, Enter 0392608651 in
"Call ID", If you are the meeting host enter 9513 in "Passcode” and dick
The emCII/ also COI’) tainS the PIN "Continue”, enter your name and dlick "Jein Call"
which you need as the meeting
organizer.

The meeting participants will receive a different email, with the instructions you
saw in the meeting request.



