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UNSW Voiceworks TC - Sarah Ford - charge CPHCE Research Support

Howto Share Calendars

Open 3 Shared Calendar.

Share My Calendar.
Send a Calendar via E-mal
Publish My Calendar.

Add New Group

Showtasks on: Due Date

Start Date.

Due Date

Reminder Time.
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For all Teleconferences
1. Please go to the Calendar section of your Outlook Exchange and open Sarah Ford’s Calendar (under ‘Add a Calendar’ and ‘From Address Book’).  If you cannot open Sarah’s calendar, please ring her and she’ll put you on the list.

2. Find the day on which you would like to use the Eureka/Zoom/GoToMeeting service and check whether the time slot you require is already booked.  If the time and date are not already booked, using the ‘New’ button, enter a New Appointment and enter Zoom/Eurekal/UNSW Voiceworks/GoToMeeting TC & your name in the Subject field. Then enter the time span of the teleconference.  If you require a Level 3 AGSM Meeting room for the teleconference, enter the Room number required in the ‘Location’ field.

3. If you need any equipment for your teleconference, eg the polycom teleconference machine please enter this as the first part of the subject field, eg Polycom booked GotoMeeting TC Mark Harris charge Fellowship project
NOTE:   it is essential to register your teleconference in the Calendar, because if you telephone into ‘Eureka’ or ‘log in to‘ GoToMeeting’ or Zoom while there is another CPHCE staff member using the application, you will either join their teleconference or disconnect their ‘GoToMeeting’ or Zoom TC. Also, it is useful for Admin staff to know if teleconferences are in progress in case we receive phone queries.
UNSW Conference Bridges - FREE for users dialling in on Campus
Conference Bridges

Voice Networks offers a number of conference bridge solutions

· 8 Party or 32 Party Conference Service ( Unmoderated )

· 8 Party Conference Service ( Moderated )

8 Party and 32 Party Unmoderated Service
The eight and thirty-two party un-moderated conference services are dial-in services. All parties dial a conference number to join the audio conference. When the conference is completed all parties simply hang up.

8 Party Moderated Conference Service
The eight-party moderated conference service provides a moderator facility with a dial-in and dial-out capability. The moderator facility enables;

· Locking of the conference, to prevent unwanted attendees

· Disconnection of all attendees when required

· Dial-out capabilities - the moderator dials each party and transfers them into the conference 

Booking a Conference Bridge

Bookings are required for the 8 and 32 party services and should be made at least five working days prior to the audio conference via the IT Service Centre. Bookings outside this time are best effort and subject to availability. To make a booking create a service request containing all of the information in the table below. You can include this information in an email to itservicecentre@unsw.edu.au or create your own service request via IT Self-Service.

Audio Conference Booking Details
· Conference Title

· Moderator/contact name

· Email address

· Phone

· Type of conference required 

8 party unmoderated

8 party moderated

32 party unmoderated

· Date

· Start time

· End time

Once the service request is received by UNSW IT Voice Networks you will be contacted and advised of availability. If your preferred conference time is not available, an alternative time can be arranged. Bookings are confirmed via an email that contains operational procedures and support contact numbers.

Eureka

The default Eureka teleconference contact details are:

	Conference Group
	Host Access Code
	Guest Access Code

	*UNSW CPHCE Liverpool 
	91236702#
	Ask Mary

	*UNSW CPHCE Randwick
	12819039#
	Ask Sarah


We have been advised by Eureka not to email the Host Access code to anyone outside our CPHCE group.
If the caller is in:

Sydney - he/she calls 02 9696 0774, and then enters the ‘Guest Access Code’ when requested by the system. 

The same applies to callers in any of the Australian cities or Countries below.
Melbourne 03 8687 0635
Gold Coast 07 5560 0956

Adelaide 08 8220 0836

Hobart 03 6218 0647

Brisbane 07 3811 0988 

Perth 08 9460 0829

Canberra 02 6210 0851 

Darwin 08 8989 0817

If the caller is in none of these Australian cities, or is ringing from a mobile phone, she/she can call 1300 289 804
USA 1866 814 5210
Canada  1866 617 8166

New Zealand – 0800 448 298

GotoMeeting 

The GotoMeeting login is cphce@unsw.edu.au, password is ‘cphce123’ 

The booking will be confirmed via an email which will also contain advice on operation procedures and support contact numbers.
To book a ‘GotoMeeting - go to the link below and click on ‘Host a Meeting’ in the top right-hand corner
https://www.gotomeeting.com/en-au
If you are asked for an email address and password – the details are:
Email address:  cphce@unsw.edu.au
Log in:  cphce123
Click the Java program, if it doesn’t run automatically, and software will download 

If the software downloads successfully, a little box will come up with options – ‘Meet Now’ or ‘Schedule a Meeting’ (at a future date) – you can choose.

After you have scheduled the GotoMeeting or Webinar, you will be sent an email with details about your Meeting Login eg  - an example of this email is set out below:
1.  Please join my Webinar.

https://www3.gotomeeting.com/register/757551326
2. You will be connected to audio using your computer's microphone and speakers (VoIP).  A headset is recommended.

Or, you may select "Use Telephone" after joining the Webinar.

Dial +61 (0) 2 8014 9491

Access Code: 126-704-490

Audio PIN: Shown after joining the meeting Webinar ID: 757-551-326 GoToWebinar® Web Events and Online Meetings Made Easy™
Zoom Meetings

All UNSW staff members have ability to book Zoom meetings which last for up to 40 minutes.

Go to https://unsw.zoom.us/ and click the ‘UNSW Zoom sign-in for Staff’ link.  Log in using your ZNo and ZPass.

If you need to book a Zoom meeting which will last longer than 40 minutes, you can use the CPHCE Zoom account: - go to https://zoom.us/ then click ‘SIGN IN’ in the top right-hand side of screen
Login – sarahf@unsw.edu.au
Password – Cphce123
Please remember to enter this Zoom meeting in CPHCE (Sarah’s) Calendar – as we can only run one meeting at a time from this account.
How do I..?Book: Zoom/Eureka/UNSW Voiceworks/GoToMeeting Teleconference
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