User Guide for EasyConnect HD
May 2016

NOTE
1. If you have not set up your computer for use with EasyConnect HD please refer
to Appendix I - First Time PSL Users
2. If you are the meeting “organizer”, please refer to Appendix Il - For Organizers,
to get detailed instructions on how to use PSL Outlook for scheduling resources.

JOINING A MEETING
1. When it is time for the video meeting, click the icon on your citrix
neighborhood labeled “EasyConnect HD” or use EasyConnect HD Portal
Link: http://www.psl.easyconnecthdportal.com
fg’ 'i

EasyConne
ct HD

@ Internet Explorer Date modified: 4/7/2016 523 PM Dste crested: 4/7/2016 523 PM
‘ Shortcut

2. You will see the Portal login, enter Username: psl and Password: echd
(you are required to enter password every time for security reasons)

Username

Password

[] Remember Me Ioziin]
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http://www.psl.easyconnecthdportal.com/

3. You will see the PSL Portal Home screen where you can navigate to the
appropriate Virtual Meeting Room or Cloud Meeting Room

EasyConnect

” PRESBYTERIAN
-

)
%N SENIOR LIVING

PORTAL HOME SCREEN Q_r__')
m

4. Simply click the button on the Portal to enter that Virtual Meeting Room or
Cloud Meeting Room

5. If you see the following prompt, select Join Audio by Computer and check
the box “Automatically join by computer when joining a meeting”
(Make sure your computer speakers are turned on and the volume is up)

@ How do you want to join the audio confersnce?

Ees

e? Press #20¢ on your phone

Join Audio by Computer

Test Computer Audio

Automatically join audio by computer when joining a mesting

6. You are now in the video meeting. If you are the first one to join you will
see yourself on the screen
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7. In-Meeting Controls for use if needed (move mouse to bring up settings bar)
a) Click this icon to mute your microphone
b) Click to invite someone to join your meeting “in progress”
c) Click this icon to share your screen

d) Click “Leave Meeting” to exit meeting

‘ﬂ cﬂt ‘

Skop Vidao Irratin Pardicipanis  Sham Sorean

(OPTIONAL) How to add someone during the video meeting

A. Once in a video meeting you can invite someone to join by clicking the
Invite icon

T L. A

Kute Siop Viden Imnvita Perticipants  Shara Scmen

B. Select “default email”

L] Invite people ta join meeting 3027443569

RN e oy

Choose your email service to send invitation : .
Gmail

Default Email

Default Email Yahoo Mail
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C. Email window will open with a pre populated email

a. Enter email addresses of people you want to join meeting currently in

progress
Edit the subject by inserting the meeting end time
c. Hitsend

Please join my video meeting before (insert meeting end time)

Subject: Please join my video meeting before (insert meeting end time)

You are invited to a video meeting that is in progress.

Join from PC, Mac, Linux, iOS or Android: hitps://feasyconnecthd.zoom.us/j/7 175028884

Or Telephone:
Dial: +1 646 558 8656 (US Toll) or +1 408 638 0968 (US Toll)
Meating ID: 717 502 B8B4

D. The email invitation will look like this to the recipient

Please join my video meeting before {insert meeting end time}

You are invited to a video meeting that is in progress.

Join from PC, Mac, Linux, iOS or Android: (automaticall
Or Telephone:
Dial: +1 646 558 8656 (US Toll) or +1 408 638 0968 (US Toll)
Meeting ID: 717 502 8884

£} Retention Policy: Dafault 1 fear Delete (1 yean) Expires: 4/18/2017

| ‘ Eric Lien

e+ @untuness gl
BS ot ize *

Sent:

# Find

opulated Video Meeting Link for that meetin

Dyneted= | ¥
" 2owii

Man 4/16/2016 3:45 PM

E. They can click on the link in the email to join the meeting or call in by

phone with the provided Dial in and Meeting ID
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Appendix | - First Time Users

e Setup instructions for the first time using EasyConnect HD on your
own computer equipped with webcam
e [f laptop is in docking station please remove and open screen

1. Click the icon on your citrix neighborhood labeled “EasyConnect HD”Click
the icon on your desktop labeled “EasyConnect HD” or use EasyConnect
HD Portal Link: http://www.psl.easyconnecthdportal.com

[= )]s
( JC )-[@ v citix Applcatians T4 rix Applications 2] 3 .
s 3
Organize ~ [ 0Open  Sharewith New folder B 0 @ f |
¢ Favorites =, A Fl: I7- '7 o ( |
B Desktop (AR (g = |
& Downloads Adobe Best 5 Ceridian Docushare  EasyConne File iContracts Internet
%] Recent Places Reader  Practi Source 500 CtHD  Menager Explorer for
- s EasyConne
G L 7 M - =~ 2 > o/ H D
3 £ m = @ QL L @ ct
J, Internet ISSR ize Master MDS RAL Microsof oft Microsoft Microsof Microsof oft
Explorer Calendar ~ Manual ~ Access  Excel 2010 Outlook  Picture
& Pictures 2010 200 Manager
BB videos 2010
=
e [P P a0 o R
Microsoft ~ Microsoft  Micr MSDS  MyPrelude Notepad  Open PCH  PHIlosophy
€ Network Powerpoint  Publisher sio Online PSL HelpDesk  Training
2010 2010 Ticket
L £ W & =
5 o’ A=
Pinnacle  PSLPolicies  Relia Training  UliPro  UTASAAS  WebEx  WordPad
Quality and eleal Calendar Weband  Administrat Host
Insight ~ Procedure: uTA ion Meeting
, Internet Explorer Date modified: 4/7/2016 5:23 PM Date created: 4/7/2016 5:23 PM
e‘ Shortcut Size: 210 KB

2. You will see the Portal login screen

Username

Password

[ Remember Me IFog](nf

3. Enter
Username: psl
Password: echd

Page 5 of 12

BRIGHTLIFE


http://www.psl.easyconnecthdportal.com/

EasyConnect HD

4. At the PSL Portal Home screen where you can select Cloud Meeting Rooms

EasyConnect HD LOGOUT

E’g PRESBYTERIAN

[ A< SENIOR LIVING

PORTAL HOME SCREEN e

m = . m

5. Select TEST / SETUP MEETING ROOM

EasyConnect HD LOGOUT

PRESBYTERIAN

\
%ﬁ SENIOR LIVING

CLOUD MEETING ROOMS

CLOUD MEETING ROOM CLOUD MEETING ROOM CLOUD MEETING ROOM CLOUD MEETING ROOM
#1 #2 #3 #4

TEST / SETUP MEETING
ROOM
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6. Since this is your first time joining a Meeting Room, you will be prompted
to launch the application

When prompted, select Launch Application

If nothing prompts from browser

7. You may see a pop up window like this, select run

Appixation Run - Secunty Warning

Do you want 1o run this appi ation?

-

.
*

Name:

i0om.us

From (Hover over the string below 1o see the full domain):
d24cgwduvtdadh coudfront net

Run Dont Run

8. You may also see a pop up window like this, check the box Do not show
me the warning for this program again, then select Allow

iternet Explorer Security P

[ @ A website wants to open web content using this
%/ program on your computer

This program will open outside of Protected mode. Internet Explorer's
Protected mode helps protect your computer. If you do not trust this
website, do not open this program.

T Name:

1
M | publisher:

| Do not show me the warning for this program again

Alow || Don'talow
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9. You will be prompted to enter your name, check the box to remember my
name for future meetings

T [

Please enter your name.

Your Name: Eric Lien

v’/ Remember my name for future meetings

10.The cloud meeting room will open with the following prompt, select Join
Audio by Computer and check the box “Automatically join by computer
when joining a meeting”

& How do you want to join the audic conference?

ormputer

Automatically join sudio by computer when joining a meeting

11.You are now in the TEST / SETUP MEETING ROOM. If you are the first one
to join the video meeting you will see yourself on the screen

12.In-Meeting Controls (move mouse to bring up settings bar)
a) Click this icon to mute your microphone
b) Click this icon to share your screen
c) Click “Leave Meeting” to exit meeting

s A

Inits Pamicipants  Shams Seman

For Technical & Computer Support Call Prelude Services Helpdesk
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Appendix Il - For Organizers

e Scheduling instructions for “organizers” using PSL Microsoft Outlook
to schedule meeting & resources. All organizers should attend a one
to one training session with BrightLife Innovations prior to using.

e All cloud meeting rooms should be treated just like PHYSICAL rooms.
They should be reserved ahead of time in outlook to prevent people
from interrupting your scheduled meeting .

e [fyou are in a cloud room and want to invite someone, just use invite
icon on bottom of screen. Instructions are included at the end of the
general user guide starting on page 3

ORGANIZERS

1. Click the calendar icon in Microsoft Outlook

2. Select “open calendar” from top of screen and select “From Room List”

JEreTeTe
AP By
1 A
, : Open |Calendar
"]; I#IE! L“%mt;,.\ » Calendar = Groups ~
1 | A Ty
] saman gatan || ¢ From Address Book...
2y
lle Open Calendar tl4. From Room List...

Calendar ~ Groups ~

. rtar-.a;{%iafsrcarz

Iw QOpen Shared Calendar...
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3. Select “meeting room” from room list

Select Name: PSL

Search: (% Nameonly ( Morecolumns  Address Book
|| &0 I |PSL Room List - LaAdams @presbyteriansenior_»|  Advanced Find
| Name | Location | Business Phone \ Capadty | Desdri
&2 Classroom 2 Rool &
[ Cloud Meeting Room # 1 Root
[ Cloud Meeting Room # 2 Root
&l Cloud Meeting Room # 3 Root
|a Cloud Meeting Room # 4 Rool
i Conference Room 213 Root
i Craft Room Root
{2 Easy Connect Rool
i Front Desk Coverge Root
2 Guest House Root
{4 Health Services Root
i Inservice Scheduling Root
j Laleune Adams Virtual Meeting R... Root
&2l Leamy Room Roor
[ Marketing Suite Roor
L" Shvsu’an Coverage Eum =
«| | »
Rooms -> |
o | concel |
A

4. Room will show up in bottom of dialog box then click OK

| :‘_II L Lo B PP e Plmmadd e ==

Rooms -> I !Cloud Meeting Room # 1

5. Room calendar will open

G| rome | Send/Receve  Foider  View &

N = EEL B ==
. - = = fn 9 N (4} Address Book
New Today Next7 Day | Work Week Month Schedule Open  Calendar S|
Days Week -V

Ney
Meeting - Items ~ iew | Calendar~ Groups ~

New GoTo 1 Arrange % | Manage Calendars Share Find

‘4 April 2016 » < :

SuMo TuWe Th Fr Sa <« » April 08,2016 earch Calendar (Ctri=B )
12

3456 7080 8 Friday

10 11 12 13 14 15 16
1718192021 22 23

24 25 26 27 8 29 30 gam 4
4 My Calendars 9%
0O calendar
O calendar 10%

4[] Other Calendars
O campus Calendar

110
[0 shared Calendars
O Poling, Mary Ann I
O Evans, Chad 12Pm) K
O pavis, Dan %
4[ Rooms 100
O Laeune Adams Virtual Meeting Room
O Easy Connect S0
@ Cloud Meeting Room # 1
30
200
500
AU 3 L] A S

Page 10 of 12 =~ BRIGHTLIFE

INNOVATIONS



6. Select Appointment and a schedule dialog box will appear which allows
you to invite attendees and enter a meeting subject

&a - = @ =
Meeting | Insert Format Text Review > @
Calend 2 =0 Eua ) Address Book a 2
x [ calendar 2] =0 8} K Addeess Bo B2 show As: |l Busy RSN ] "X @
3 Forward == 7\ 8, Check Names = | .y
| Delete Appointment|Scheduling  Cancel @ Reminder: 15 minutes  ~ Recurrence Time |Room | Categorize
[N] OneNote Assistant | Invitation <& Response Options ~ Zones |Finder v
Actions Show Attendee Option Tags
© Invitations have not been sent for this meeting, Room Finder %

4 ApriL2016 b

To... Cloud Meeting Room # 1
=1 | Subject | Su Mo Tu We Th Fr Sa
send g
Location: | Cloud Meeting Room # 1 = T 345 € 7@
10 11 12 13 14 15 16
Start time: | Fri 4/8/2016 - | [8:00 am ~ | [ An day event B 13 19120 121122 S
24 25 26 27 28 29 30
Endtime: | Fri4/8/2016 - | [8:30 am

1 & Good Fair Poor
Show a room list:
Custom -
Choose an available room:

None

Suggested times:

4:30 PM - 5:00 PM

In Shared Folder: 5| Calendar

7. Enter a specific meeting subject and confirm or change the meeting times
a. Include meeting organizers name and contact information in the
body of the invite (your name if appropriate)
b. Attach “User Guide for EasyConnect HD - First Time Participant - May
2016” so that any first time participants in the invite are able to easily
join the meeting.

© Invitations have not been sent for this meeting.

To... Cloud Meeting Room # 1
=1 | subject: |
Send
Location: Cloud Meeting Room # 1 - Rooms...
Start time: Fri 4/3/2016 - | |8:00 AM - [ an day event
End time: Fri 4/8/2016 + | |8:30 AM

8. Select send
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EasyConnect

9. Check that meeting shows up correctly on your calendar

Send/Receive  Folder

View

10.You will get a meeting reminder before the meeting is scheduled

L LReminder R Wl I 4

| F TesT

Start time: Friday, April 08, 2016 4:30 PM
Location: Cloud Meeting Room # 1

EfresT

D‘Gmssall

Click Snooze to be reminded again in: R

|5 minutes before start
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=1 [ Address Book
Now . Now | Yooy, Nt 7, [N Werk Ve Mars Scheuhic | [Oaen_ Caencu | Emal, Shure Pl Caena
Appoimiment Meeting Hems~ * View | Calendar~ Groups~ | Calendar Calendar Online - Permissions
New GoTo Armange 3| Manage Calendars share Find
« April 2016 » )
SuMo TuWe Th Fr Sa <« » April 08,2016 Search Calendar (Ctri-E) »
829303 1 2 7
3456 7089 - iy
101112 13 14 15 16 | 5
171819202 23 120m =
2425227282 30
100
48] My Calendars
© Calendar asssacenioriving, =
O Calendar 2
4[] Other Calendars |
O campus Calendar 3% |
o 1) sharcd Caiendars | Imvitation: Discussion with LaJeune PSL (Erc) @ Fri Apr , 2016 2:30pm - 3pm (Eric Lien: ric Lien o |
O Paling, Mary Ann g0 | 1
O Evans, Chad TEST; Cloud Meeting Room # 1; Adams, Laleune .
O Davis, Dan
50
400 Rooms
O LaJeune Adams Virtual Meeting Room
O Easy Connect 6%
O Cloud Meeting Room # 1 |
O Cloud Meeting Room # 2 0 k
Show tasks on: Start Date Start Date Due Date Reminder Time In Folder vl
Information on the location of training documents Tue3/22/2016  Tue3/22/2016  None v
£ | Retuma call please Thu3/242016  Thu3/24/2016  Thu 3/24/2016 9:00 AM b
8
e 3 L1 Fa Al -
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