Instructions for starting/scheduling a videoconference

1. Navigate to https://nai.arc.nasa.gov/codian/conference_list.html

2. Enter your username and password (Contact Marco Boldt 650-604-3769 for a
login)

3. Click on the “Add new conference” button
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4. Enter the name for the videoconference and the start time. All other fields can be

left at their default setting.
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5. (Optional) Click on “Pre-configured participants” to select the video endpoints
you want the Codian MCU to automatically dial at the beginning of the

conference.
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6. (Optional) Select the endpoints you wish to include in the conference then click

“Return to conference configuration.”
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7. Click on “Add conference” to complete the scheduling process.

Conference settings

3 pre-configured participants have been added.
The pre-configured participant changes will be lost unless " Add conference” is selected.

Add conference |

Parameters

L= 1

Fre-configured paricipants (3) |

Mame [Weekly Staff Meeting




Adding participants to a videconference in progress

1. Navigate to https://nai.arc.nasa.gov/codian/conference_list.html

2. Enter your username and password

3. Click on the name of the active conference you wish to add participants to
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4. Click on “Add participant” to add video endpoints to the conference
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5. Enter the IP address of the video endpoint you wish to add and click “Call
endpoint.” You can also select from the pre-configured enpoints. The video

endpoint will be added to the conference.
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