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3CMeNow Scheduler Add-In for Microsoft Outlook Install & Setup (New)
Outlook Add-In System Requirements

. One of the Outlook versions listed below

0  Outlook 2007 (32bit/64bit)

0  Outlook 2010 (32bit/64bit)

0  Outlook 2013 (32bit/64bit)

o Microsoft Exchange 2007/2010 Server on your campus network
. A dedicated email account for receiving meeting messages including accepted and declined meeting invitations.
. A connection to your campus network. You use a VPN if accessing the SCOPIA Add-in from a public network.

Installing the SCOPIA® Outlook Add-In

1. Open your web browser and
from the 3CMeNow.org

Scopia User Portal

Homepage C”Ck Sign in to manage your Scopia meetings and personal preferences.
10 aceess the online (== N
scheduler

2. Enter your credentials Username:  jim@mycollege.edu
provided by 3CMeNow Help e |
Desk (User Name, Password
& Organization) and click
[] Keep me signed in

e e L1

Organization: californiacommunitycollege
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Figure 1-Login page for Online Scheduler User Portal

Select a meeting to attend or moderate, or schedule 4 new meeting,
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Figure 2-Loggedin to 3CMeNow Online Scheduler User Portal



4. Click

ICIick here to install the Scopia Management Add-in for Microsoft office outlookl when

the Preferences window opens. (See figure 3)

5. Click (Seefigure 3)

Run

- [P |

Email; m@mycolege.edu  First Name: Jmumy Joe:
Last Name: Meeker * Telephone (Office}: (123) 456-7850
Telephone (Mobile):
Time Zone: GHT-08:00 Packic Standard |  Default Virtual Room: Hore v
Location: None | Default peeting Type: 405-HD 1024 - H.263 Contes[ |
Mammim bandwidth allowed for Scopia Desktco calls 2048 Kbos
Personal Endpoint Mone
Recording Pobcy Enabled
Groups Hane

ick h install ia Management Add-in for Mi liil 1

Figure 3-3CMeNow User Portal Settings Window

6. Click in the
Notification Bar (See figure 4)

Do you want to run or save scopia_ola.exe (2.09 MB) from iview.ucanytime.com?

Cancel x

Figure 4-3Windows Notification Bar

7. CIickE‘ when the

Welcome to Scopia Meeting

window opens.
(See figure 5)

8. Click to start the

Scopia Meeting Outlook Add-In
installation. (See figure 6)

9. Please wait as the Scopia Meeting

Outlook Add-In installs.
(See figure 7)

10. Click upon completion

of installation. (See figure 8)
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Welcome to the Scopia Meeting Outlook Add-In |
Setup Wizard =

The installer will guide you thiough the steps required to install Scopia Meeting Outlook AddHn cn
POUE COMpUter

WARNING; Thés computer progea is ; rleiriat i
Unauthorized dupbcation o detnbution of this progeam, or any porion of i, may resull in sevens cil
of criminal hties, and will be th # eatent postible under the law.

Back

Confirm Installation

The installes is ready to install Scopia Meeting Outlook Adddn on your computer.
Click "Mext" to start the installation.

[ concel || Next> |

<Back ||

Figure 5-Welcome to the Scopia Meeting Outlook Add-In Window  Figure 6-Confirm Installation Window

| scopia

Installing Scopia Meeting Outlook Add-In

Scopia Meeting Outlook Addn is being installed.
Please wait...

¢ Back Nest »

Installation Complete

Scopia Meeting Outlook Add-In has been successiully installed.
Click "Close' to exit.

Please use Windows Update to check for any citical updates to the NET Framework.

Cancel

Figure 7-Scopia Meeting Outlook Installation Window
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Figure 8-Reoccurring Meeting Window-Repeats Monthly




SCOPIA® Meeting Settings
1. Open Microsoft Outlookm and

Scopia
Meeting

click L3pia J located in the Home
tab on the right. (See figure 9)

One of two windows will Open:

2. Click if the Scopia

Meeting Settings Prompt window
opens. (See figure 10)

3. Or,click IF the

SCOPIA Meeting Management
Window opens. (See figure 11)
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New  New Scopia
Appointment Meeting Items ~ | Meeting
New Scopia
Figure 9-Outlook Home Tab-SCOPIA Meeting Button

[ Scopia Meeting Settings S5

Q\I This server is not available. Enter a valid address of a Scopia Desktop or
‘&7 Scopia Management server and try again.

Figure 10-Scopia Meeting Settings Window

rSc'.:\pia Meeting Management i

4> The server is unavailable or the login credentials are incorrect, do you
P’ want to check the server settings?

—

Yes No ‘

i
S

Figure 11-Scopia Meeting Management Prompt Window
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The Scopia Meeting Settings window opens

4. Paste the following information in the

indicated fields: (See figure 12)

Server URL: http://iview.ucanytime.com

Enter your account username and include
“@californiacommunitycollege”

For example
jim@mycollege.edu@californiacommunitycollege

Enter your account password

Ensure the Display advanced options box is
checked.

click =]

Exit and reopen Outlook.

You are now ready to schedule your meeting
using the SCOPIA® Outlook Add-In
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' Scopia Meeting Settings

Enter the address of the Scopia server
Example: http(s):/icm.company.com:port

Server URL http://iview ucanytime com

Enter your login credentials

Username jm@mycolege edu@calfomiacommuntycolege
Passw sesessnnee

Display advanced options

Version 1.0.0.152 ok ]| Cancel |

L
Figure 12-Outlook SCOPIA Meeting Settings Window



