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Creating Static Meeting
Creating Single Role Meeting

1. Login into VQCM using the user credentials.

a. 

2. Go to Activity Tab and click on + to create a new static meeting.

a.

3.  Enter the meeting name and select the Space Type. SIP Address, Call ID and Passcode 
should be populated automatically. Click Done to create this meeting.

a.. 
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4. Click on the home button to see the meeting info.

a. 

Creating Multi Role Meeting
1. Login into VQCM using the user credentials.

a.
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2. Go to Activity Tab and click on + to create a new static meeting.

a.

3.  Enter the meeting name and select the Space Type. SIP Address, Call ID and Passcode 
should be populated automatically. Click Done to create this meeting.

a.

4. Click on the home button to see the meeting info for participant & manager.

a.
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b.

Creating Scheduled Meeting
Creating Single Role Meeting

1. Login into VQCM using the user credentials.

a.

2. Go to Meetings Tab and click on + to create a 2. new static meeting.

a.
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3.  Enter the meeting name, the Space Type, From and To time. SIP Address, Call ID and 
Passcode should be populated automatically. Click Done to create this meeting.

a. 

4. Click on the meeting to see the meeting info.

a.
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Creating Multi Role Meeting
1. Login into VQCM using the user credentials.

a.

2. Go to Meetings Tab and click on + to create a new static meeting.

a.

3.  Enter the meeting name, the Space Type, From and To time. SIP Address, Call ID and 
Passcode should be populated automatically. Click Done to create this meeting.

a. 
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4.  Click on the meeting to see the meeting info. You might have to use the filter to select dates 
to list out the meetings

a.

b.

c.
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