1. Dial the MeetingPlace phone number ( )
2. Enter the Meeting ID ( )#
3. Enter the password (if required) ( )#

4. Record your name
“If you want to schedule a meeting, dial the MeetingPlace Phone Number, press #J (2) and
follow the prompts.

Tips for Better Meetings meetinuﬁ

Issue/Problem Solution
« Arrive late or determine who is in the call Listentoroll call #) 2) 1)

« Eliminate noise on your line Mute (unmute) your line #) 5/

* Anticipate no-shows or latecomers Record the meeting # 6 1)

* Retrieve documents during a meeting Select meeting attachments #) 6, 6)
» Need additional assistance Call a meeting contact #, 0/
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