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The following manual can be found at the MeetingPlaza web site. 
 
When reserving a Web conference for the first time, please refer to this manual 
 
When participating in the Web conference for the first time, please refer to this 

manual 
 
When you need details, please refer to User Reference Manual or Manager 

Reference Manual. 
 
These manuals can be found on the MeetingPlaza web site under support. 
 
These manuals can found at the site under <support>. 
 

 
 
 
 

http://www.meetingplaza.com 
This will access the support manual 

Conference registration manual 
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These manuals are available as PDF files.   

Adobe reader is needed to access the manuals. 
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1 Introduction 
Thank you for using the Web conference reservation service of MeetingPlaza.  
This book is intended to explanation how to reserve a conference room, to set up 

the meeting and to make changes to a meeting. 
Please read the content of this book carefully, before setting up a MeetingPlaza 

conference. 

1-1 What is a Web conference? 
It is a remote conference through the Internet done with a personal computer, using a web 

browser with and a mic, speakers and a camera. 

1-2 What can you do with MeetingPlaza? 
With MeetingPlaza, the following functions are provided. 

 Communications among participants of the conference are accomplished with a voice, 

video, chat, and a whiteboard. 

 Files such as PowerPoint, word, excel, etc. can be view along with the video feeds of the 

conference attendees.  

1-3 Necessary equipment for conference 
participation 

A personal computer, internet connection, mic or headset, speakers, and a web cam are needed 
for MeetingPlaza.  

Details of the necessary equipment are shown below. 
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OS Windows 2000 ／XP ／Vista ／7 

CPU PentiumIII 1GHz or greater 

("App Share Enhancement Driver" requires a Pentium 4 2GHz or greater)

Hard Drive 20MByte or more available space 

Memory Windows 2000/XP (SP2): 512MB or more 

Windows Vista/7 : 1GB or more 

Web Browser Internet Explorer 6.0 or later  

Firefox 3.6 or later, Opera11 or later 

PC 

Network device ADSL, Broadband  

(28.8Kbps or faster) 

Sound Headset / Microphone with echo cancelling , Speakers, 

/ webcam should be equipped with echo cancelling. 

Video Capture (Option) Webcam / Digital video camera that can be connected with an 

i-Link(IEEE1394) 

 

1-4 What is the conference room reservation 
function of MeetingPlaza? 

A reservation system (Hereafter, referred to as the conference scheduler) is used for 
scheduling conference rooms within MeetingPlaza.  

The features of the conference scheduler are as follows: 

1）Is there only one conferencing room that only I can reserve? 

The only person, hereafter, referred to as the conference room manager, is the only person who can 
log into MeetingPlaza and reserve a conference room using the scheduler. 

There is one conference scheduler for each conference room manager.  Meetings from different 
managers can over lap. 

Only one special conference room is allocated to one conference room manager. Therefore, 

reservation for a conference time cannot overlap for any one manager. (This restriction 

doesn't exist for license packages.) 

2）A unique URL must be sent for each participant of the conference. 

When the conference room is reserved in MeetingPlaza, participant's name and E-mail address are 



5 

registered. When the reservation is scheduled, MeetingPlaza sends to each participant a URL which 
identifies the conference to the participant by E-mail.  This URL is only active at the time of the 
conference. The participant can only enter the conference room by using this URL. 

This URL is in the following forms. 

（example） 
http://xxxxx.xxxxxxx/oc/oneclick.cgi?URL=vccp://xxxxx.xxxxxxx////1089021997_LKS1PQye&U

ID=usertest&PASS=MNhlkdIj&X=100%25&Y=100%25&TEMPLATE=Standard/Standard 

3）Various notifications can be transmitted by E-mail. 

When a conference room reservation for MeetingPlaza is sent via E-mail, follow up e-mails can be 
sent if the meeting has been changed, or cancelled. These e-mails are automatically sent to all the 
participants of the conference.  

 

1-5 Requirements for using the 
MeetingPlaza scheduler 

A user name and password are necessary to reserve a conference room through the 
MeetingPlaza scheduler. This can be done using a windows personal computer 

 
Internet Explorer 6.0 or later (Mandatory), Firefox 3.6 or later, Opera 11, (Optional) Web a browser 

JavaScript should be able to be operated. 

E-mail program 

The Internet connection 

1-6 View of this book 
<> This symbol is used to explain entries is the associated  screen of the conference 

scheduler.  
 [] This symbol is used to explain choices and value that can be selected on screen. 
 
（Example of screen） 
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（Explanation example） 
< beginning date > is set to [beginning right now]. 
Moreover, the hint and the attention that relates to the content of the description are shown as 

follows. 

Content of hint or attention 
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2 Simple reservation procedure 
This chapter describes the simple method of scheduling a conference, changing 

conference time and cancelling and scheduled conference. 

2-1 Prepared Needed to schedule a 
conference reservation 

To reserve a conference room with the conference scheduler, the following is needed 

1) URL, user ID, and password for the conference scheduler 
To schedule a conference as the administrator a user ID and password are needed for user 

authentication. This URL, user ID, and the password are sent to the administrator by E-mail when a 
MeetingPlaza ASP account is established. 

 

（Example of the title of E-mail） 
 MeetingPlaza Conference Room Manager Account Information 
 

（Example of the text of the E-mail） 
The part where user ID (login ID) and the password and URL are described is shown in the red 

frame. 
 
Dear oooooo, 

 

Thank you for subscribing to the MeetingPlaza Distance Conference Service. 

 

  Your account has been registered as follows: 

 

  ○Contract ID:                             xxxxx 

  ○Service Start Date:                     Oct 31, 2007 

  ○Login ID for Conference Scheduler: yyyyyyyy 

  ○Password for the account: zzzzzzzz 

  ○Service Type:                     Regular 20 (10 Users) 

 

  Please login into the Conference Scheduler using the URL below: 

 

  https://xxxx.xxxxxxxx/confmgr/enter.cgi 
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When using the conference room scheduler for the first time it is recommended that the password that was assigned be 

changed for security.  

 

If you wish to read the manual for Conference Scheduler, then please access the following url. 

 

  https://xxxx.xxxxxxxx/mpcontents/mp2d/help_cs_j/main.html 

 

Best Regards, 

 

**************************************************************** 

  NTT-IT Corp. 

  Support Request: mailto:support@meetingplaza.com 

  Phone: +81-45-651-7536 / FAX: +81-45-224-6799 

**************************************************************** 

2）Participant's name and E-mail address 

Please confirm participant's name and E-mail address.  
When participant's name enters the conference room, it is displayed under each of participant's 

images, and the E-mail address is used to distribute URL for entrance into the conference room. 
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2-2 Procedure for making a reservation 
The administrator of the account logs into the scheduler using the URL, user name and 

password that was assigned by e-mail 

1）The conference scheduler is logged in as follows: 

Click the URL that was sent to the administrator as shown in the figure below The default Web a 
browser will starts automatically. 

 

Warning a security notice might appear when URL included in E-mail is double-clicked. 

This is a function of the E-mail program used, and not a bad URL. 

When you correctly access the URL, the screen for user authentication is displayed.  

ID and the password are input.、  the click. login. 
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There is a possibility that the URL is correct and inaccessible and the message displayed is 

<The page is not found >. In that case, please <Copy> URL from the e-mail, into the address 

area of Web a browser, and click <Enter> to login 

 
When the ID and password are correct the following screens is displayed. 
 

 
 
If the login is successful a calendar page is displayed.  
 

Please see 4-1 Troubleshooting when the calendar screen is not displayed. 

 

A login error will result in the following message: "Error in user authorization. Your 

account is locked. Please try again later" 

  
The account will remained locked for 15 minutes. Afterwards, the user may login. 
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2) The date of the conference is specified. 
If the calendar screen is displayed, the date of the conference is clicked. 
The month can be changed using < at the center of the screen. The month and year can also be 

selected and click (Go) when you want to change the month or the year of the calendar screen. The 
calendar of the specified month and year is displayed.  

Please select the date if you wish to change or cancel the reservation described in the 

following chapter easily. 

 
When the date is selected the follow screen will be displayed.  
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3）Conference reservation information input. 

When the screen for the conference reservation is displayed, the items below <conference 
information> are sequentially input. 

Select the <start date> and set the time to start and finish the conference. Please note that the  
(check) should be correct for the time and date of the conference 

< Notification date > is specified as to when the conference participants are sent an e-mail. The 
reservation is completed when selecting a notification for 0 minutes. After completion of the 
reservation then an e-mail is transmitted at once. 

A second notification can be sent at a specified date and time. 
<Agenda >and< Message to participant> The will be included in the E-mail with URL used to 

enters the conference room.  
< Voice quality > specifies the voice quality of the conference room. Normal tone quality is 

equivalent to a normal cellular phone. Clearer quality can be obtained by selecting either <good> or 
<very good>. 

When there is a participant who is on a network (for instance, modem line and ISDN line) 

where the speed is slow because of the volume of data then set the tone quality as good.  

< Selection of the conference screen > specifies the screen template of the conference room. The 
standard template is the default. Other templates can be selected for the meeting by clicking on the 
detail button.  

If the above-mentioned is input, it becomes the following screens. 
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Meeting Scheduler screen, the screen transition time (the migration of the screen to 

switch), there is no time out.  

If the Meeting scheduler screen times out, the admin must restart the reservation from the 

login page. 

4）Participant information is inputted. 

When < conference information > is input, the following input < participant  
list >. 

 
 
 
 
 
 
 
 
 
There are three section in the < participant list >, there is a line for the participants. The first input 

is for the sponsor of the meeting or the chair and is shown by  (check box) respectively.  
Administrators or sponsors of the conference have the ability to control functions of MeetingPlaza 

during the meeting. 
The second E-mail column are the addresses if the participants of the conference to whom an 

e-mail will be sent. 
The E-mail address of participants can be entered manually or from the directory. 
For participants that are check  they are permitted to record the conference  

When the conference guide is check <The conference guide is English >)  (on）, E-mails will be 
in English.  

A second url for may be added for each participant with a check mark  (on). A brief e-mail with 
a URL is sent to that e-mail address. 

Click   when the conference information is complete < conference information > and 
<participant list>. 

 

The first E-mail address is 
input automatically 
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5) Confirmation of the input 
After the conference information has been entered, click  If any errors have been made they 

can still be done by clicking on the <Back> button.  
 

 
 

When the  button is clicked, the following screen is displayed. 
It confirms that the reservation was accepted <The conference reservation was completed >. 
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6) Reception of mail 
When the reservation for a conference is accepted and confirmed three different types of e-mail are 

sent. 
The E-mail of addressing those who sponsor it has reached the conference room manager at the 

same time. 

 E-mails that are sent Content of the 

e-mail 

Addressor of 

E-mail(example) 

Address Content 

１ Confirmation of 

reservation to the 

conference manager 

Confirms that a 

conference has been 

scheduled with the 

time, date, subject, 

and participants 

Conference room 

manager's mail 

address< alias >2 

Those who sponsor 

it 

Agenda, message to 

participant, and 

participant great so 

on at date of  

beginning and end 

of conference 

２ E-Mail invitation to 

the conference. 

Information includes 

date, time, 

participants, and 

several helpful links 

including the one for 

the conferecne  

It is the same as the 

confirmation of the 

reservation. 

Those who sponsor 

it and participant 

URL to enter the 

conference room in 

addition to the same 

content as the  

confirmation of the 

reservation is 

contained.3 

３ Second notification 

just before the 

conference is due to 

begin. 

Information includes 

a reminder and a 

link to attend the 

conference. 

It is the same as the 

confirmation of the 

reservation. 

Those who sponsor 

it and participant 

It is the same as the 

guide of the 

conference. 

2 This e-mail takes the following form 1042816298_ kMltEBoKuu@xxxxx.xxxxxxxx. 
3 The sponsor of the conference will also receive a number of guest URL for the conference which 

he may e-mail to a colleague.   



 

The relation between the reservation and the E-mail of the conference room  

explained here is as follows. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7）When en

You can enter 
URL in the e-ma
another person w

Conference room manager Participant 

URL, user ID, and the password 

of the conference scheduler are 

assigned. 

The conference room is reserved. 

(using ID and password) 
 

 
Guide for entering the conference   

f h

Enter the conference room. 
The confirmation reaches the 

participants with instructions on 

how to join the conference 
tering the

the conferen
il is unique f
ho may wis
URL, user ID, and the 

password of the 
16 

 conference room. 

ce by clicking on the URL that was sent with the e-mail invitation. The 
or the participant receiving the invite. The URL can not be used by 
h to attend but does not have an invite.  
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2-3 Procedures for changing or cancelling a 
reservation 

The following explains how a registered conference can be changed or cancelled. 

1）The conference scheduler is logged into. 

The conference scheduler is logged into and pointed to the date of the conference you wish to 
change or cancel.  

2）Click to the calendar month of the conference 

When you pointed to the day of the conference, the conference you wish to change will be 
displayed along with the subject. See red square below.  
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3）Specify the exact conference you want to change 

Click on the specified conference to bring up the following screen 

 

4）Make the changes or cancel the conference.  

The above screen allows the administrator to change any of the parameters of the conference.  Once 
the changes are made a new e-mail can be sent to the participants. 

 
(1) Select or click [MODIFY] 
The conference reservation screen will display the participant information as originally entered 
prior to any changes. Make changes or modifications to the reservation and complete the 
reservation. 
(2) Select or click [DELETE] 

A confirmation screen will appear, click  to cancel the reservation.  
Meeting cancellations are possible until 30 minutes before scheduled start time of meeting. For 
more information, please see the reference manual. 

Changing the meeting cancellation is possible until 30 minutes before scheduled start time 

of meeting, since it can be done. For more information, please see the reference manual. 
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5）Reception of E-mail 

When the conference reservation is altered or cancelled the following e-mail is sent to all the 
participants and the conference room manager.  

 Kind of 

E-mail 

Title of E-mail(example) Addressor of 

E-mail(example) 

Address Content 

１ Description 

of the change 

or 

cancellation 

 

The schedule of the 

conference/lesson was 

changed. (beginning at 

13:00  

October 12) 

Conference room 

manager's mail 

address< alias >1 

All participants Date of beginning and 

end of conference 

before and agenda and 

code. of  

conference room 

２ Description 

of the change 

or 

cancellation 

Remote conference/lesson 

was canceled. (beginning 

at 13:00 October 12) 

About the same 

rebooking 

About the same 

rebooking 

About the same 

rebooking 

 
 

2-4 Meeting Room Booking Guidelines 
After loggin into the conference reservation system, opening the page in a new tab or window 

(*) to make changes to the reservation and other changes to the meeting in progress, may result 
in unintended relationships with the original meeting setup. 

In some cases, it may be terminated or had gone to the meeting being held in the conference 
can prevent the book, Please do not operate like this. 
 

* Always use a new browser for each meeting reservation. For internet exploere, right click 
on "New tab" to open a new browser. 

 
 
 

                                                  
For instance, it is a form like 1042816298_ kMltEBoKuu@xxxxx.xxxxxxxx. 
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3 Convenient functions 
To speed up the reservation process various functions are installed in the 

conference scheduler. Below are some of the functions built into the scheduler to aid 
in the process of making a reservation 

3-1 Reusing reservation information 
This function allows one to reserve a new conference by using past reservation information. 

This should be used when the conference is held in the same time zone and the same 
participants. 
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3-2 Address book 
Participant's name and E-mail address can be placed in the directory, This directory can be 

used during the reservation process.   
 
 
 
 
 
 
 
 
 
 
 

3-3 Using the template function 
If the reservation that is being made is a meeting that place regularly you might want to save 

all the information.  This can be done by giving the conference reservation a unique name and 
clicking on <APPLY>  
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3-4 Repeat 
When the conference is held on the same day the same day of the week every week or every 

month, the repetition of the reservation can be set from "Template & Repeat". 
 
 
 
 
 
 
 
 
 
 
 
 
 

3-5 Creating a Team Room 
Each account manager has the ability to create a team room that is available 24/7. By clicking 

on team room a screen will appear which will allow you to enter the information for the user you 
wish to allow entrance to the room. The user will then receive an e-mail with his unique user 
name and password which will allow access to your team room 24/7.  
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3-6 History of usage 
By clicking on usage the following screen will appear.  This allows the account manager to 

see the conferences that were held and the length of time,  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3-7 Holding a conference immediately  
Select the calendar at the top left of the screen [Start now] or click in the conference 

information input screen select  "Start" to the [Start now]  the meeting will begin immediately. 
(Calendar) 

 
 
 
 
 

  (Conference information) 
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3-8 Conference participation by telephone 
participants can join a conference by telephone. Each email invitation that is sent to 

conference participants contains the unique number designation for the conference room. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
  (E-mail) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Telephone participants would 

use this number. 
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4 Appendix 

4-1 Troubleshooting 

1）The conference scheduler can not be logged into. 

Please confirm the user ID and the password on the screen is correct. If it is not the screen below is 
displayed.   

 
 
 
 
 
 

 
1. If the ID and the password are not logging you in? 

The user name and password are case sensitive also numbers are used. You can copy and 
paste the user name and pass word from the e-mail you received. 

2. Have tried to log into the meeting to early? 
 The E-mail URL is only active prior to the start of the meeting. 

2）When an error occurs while using the scheduler. 

When an unanticipated error occurs while using the conference scheduler, an error message is 
displayed.   

Please copy all sentences of error, and send it to the support window of NTT IT by E-mail. 
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4-2 FAQ 

1）E-mail doesn't reach a participant of a conference. 

E-mail might be temporarily delay by the Internet Service Provider or an in-house mail server. The 
invitation to the conference can be in a spam filter. 

2）Even if the end date of the schedule is exceeded, can the conference be 

continued? 
Yes the conference can still continue however participants that log out will not be able to log back 

in. 

3）The person who was not able to register as a participant when reserving 

it wants to participate in the conference. 
It is possible for a guest to enter a room even though the guest has not received an email invitation. 

The conference manager receives a number of guest URLs that can be sent to guest participants.  
This guest URL can be sent by e-mail. 

Moreover, < invitation > of the participant can be done from conference scheduler or sponsoring 
person's conference screen during the time of the conference.  

Please see the reference manual in detail. 

4）I want to end the conference I am holding. 

Click on the conference in the scheduler. 
The conference can be cancelled by clicking on end conference.  

5) To end a conference in progress 
Using the "change" function of the booking confirmation screen, a meeting may be forcibly 

brought to an end. 

A confirmation screen will appear for you to kill,  when you click is logged out of all who 
enter, enter the URL for the disabled. 

Booking end date in question, will change the time and date of operation. 
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4-3 What to do when this manual does not help? 
Please refer to our reference manuals that are on the Internet.  

1）Refer to the manual. 

The manual can be referred to by clicking in the right of the scheduler screen [Manual]. 
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2）Refer to the homepage of MeetingPlaza. 

Various reference information is placed in the homepage of MeetingPlaza.  
They can be accesses at http://www.meetingplaza.com, the homepage of MeetingPlaza . In the 

menu of < support >, in that, the following is available. 
 Troubleshooting 
 Manual 
 Introduction of peripherals 
 FAQ 

 
 
 
 
 
 
 
 
 
 

3）Inquires of support from NTT IT 

Please go to the MeetingPlaza home page http://www.meetingplaza.com and click support.  Then 
click on the trouble form. 

 
 
 
 
 
 
 
 
 
 
 
 
It is also possible to E-mail or to contact the support.   
E-mail support@meetingplaza.com 

http://www.meetingplaza.com/
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