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SCHEDULED MEETINGS

NEW FEATURES

Users can now schedule meetings in Simplift Contact. When the user clicks the
meeting icon on the right-hand side (RHS),there is a button tited SCHEDULE
MEETING. In the header, if the user has meetings already scheduled, they will see a
calendar icon next to the meeting history icon.

SCHEDULE MEETING
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Meeting Name: o

Description:

Frequency:  Timezone:

Once w My Current Timezone W
Start Date: Time:

021172021 @ 10:45AM @
End Date: 9 Time:

02/11/2021 10:45AM o
Meeting Type:

Video Conference v

Meeting Audio:

Computer Audio v

Meeting Password:

[ save dialin settings as new default
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MEETINGS & @

START MEETING
SCHEDULE MEETING

_Meeting Password (eave blank if none);

JOIN MEETING

SCHEDULING A MEETING

Clicking on the SCHEDULE MEETING button allows the user to create a new
scheduled meeting.

1. The name of the meeting.
2. The recurrence of the meeting

Once - The meeting will only occur one time. Once the meeting has been
ended, it will automatically be removed from your scheduled meeting list.

Daily - The meeting will recur each day.

Weekly - The meeting will recur each week. When this option is selected,
you are shown days of the week to select. This is so you can select
“Monday and Friday of every week”.

Monthly - The meeting will recur each month on the date selected.
Yearly - The meeting will recur each year on the date selected.

3. Select the start date and time of the meeting

4. Click the plusicon to invite participants in your account

5. Typein external email addresses to invite to your meeting. Make sure to hit
the enter key after typing each address!
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+ pevicaininics 6. Save the scheduled meeting - When the SAVE button is clicked, Simplif
ricas A8+ Prviw Al Contact will send out an email to all the participants with the meeting
information and contains a meeting invite so that a participant can add the
Edsimplfi meeting to their calendar!

You have been added as a participant
to a Simplifi Scheduled Meeting

Meeting Details

Nome: Mike Tost Moating
Just atest,
Creator: Mike Haley
Date & Time: February 11, 2021 at 10:45 AM EST
Room: 258:942:704
Password: 1234
Reeurring: Once on 021172021 a1 10:45 AM EST.
Link: Join the meeting from your Simpk deskiop appication
or online at i

Simpi brings Unified Communications 10 your deskiop, mobile and web.

For tha best experience, download the apes for PC, Mac, Linux, 105 and Androdd from;

Quastions? Chack: out (ha S0l1-HolD A A1 www SiMpIN IIocLieonact

o contact your service provider.
Thanks

VIEW A SCHEDULED MEETING

To view a list of your scheduled meetings, click the calendar icon located in the SCHEDULED MEETINGS X

header of the meeting RHS. :
Meeting ID: 123-969-279

> 8

1. Thisis the recurring icon. This indicates that the meeting will repeat. To Meeting Name: Test 1
learn how frequently the meeting will repeat,you can click on the icon. Meeting Type: Video Conference
2. Thisis the number of attendees. To view the participants, you may click on e

Date/Time: 02/11/2021 11:00 am

3. If you've created this scheduled meeting, you can click the START button bl it o hilagi
to begin the meeting Meeting ID: 519-926-464 C o

the numeral.

4. These are your action items. From left to right: s e o
Meeting Type: Video Conference
Xicon - Thisicon allows the meeting creator to delete the meeting. All Attendees: 1

attendees will receive an email indicating that the meeting has been Date/Time: 02/15/2021 10:45 am
canceled, and they will also receive a calendar event update that will T S

remove the event from their calendar.

2o ¢ flo

Edit icon - This icon allows the meeting creator to edit the meeting.

Share icon - This icon, when clicked, will copy the join meeting link to the
user’s clipboard.

5. If you are only a participant in a meeting, you will see the JOIN button.
When clicked, you can join the scheduled meeting. Please note, the
meeting cannot be joined until the meeting creator starts the meeting.

6. If you are only a participant in a meeting, you can remove yourself from the
meeting by clicking the X icon. You will receive an email that the meeting
has been canceled for you and you'll receive a calendar event update that
will remove the event from your calendar.
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EDITASCHEDULED MEETING

The edit scheduled meeting page is like the add scheduled meeting page.

The creator can edit the name, recurrence,date/time, and participants. When

a meeting is edited, all the participants will receive an email indicating that the
meeting has been edited, and a calendar invite that will update the event in their
calendar.
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Meeting Name:
Description;
&

Frequency: Timezone:

Oonce W My Current Timezone W

Start Date: Time:

02112021 [& 10:45AM o
End Date: Time

o2zn1fz021 & 10:45AM @

Meeting Type:

Video Conference v

Meeting Audio:

Computer Audio v

Meeting Password:

Ej Save dial in senings as new default

Participants: +
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