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~ Do ot delete or change any of the following text. -
A Webex meeting has been added. Meeting details will replace this section after you save or send this invitation.

Location Business Phone Capacity

Description _Email Address

mst.. C St
64 Century Wa. 30

Farmstand.. [

Room AGR-WSP-CR-MAIN@Ma.

BER DA 3rd Floor Co... Pittsfield Room BERDA3rd.Floor.ConfRo.
BER DA Front Con. R.. Pittsfield Room BERDAFront.ConfRoom.
BER DA Library Con. ... Pitsfield Room BERDALibrary.ConfRoo.
BER DA Lobby Conf.... Pittsfield Room BERDALobby.Conf Room.
SER DA NADC Conf... North Adams. Room BERDANADC.Conf Area.
BENQA AP - Massac.. Boston Room BERDAAPP@MassMalSt.
BERD 1DC - Centr.. Pittsfield Room BERDACBDC@MassMail
BERDA CBJV - Central.. Pitsfield Room BERDACBIV@MassMails.
BERDA DRCT - Drug .. Pittsfield Room BERDADRCT@MassMail.
BERDA GBDC - South...Gt. Barrington Room BERDAGBDC

BERDA GJ - Grand Jur.. Pittsfield Room BERDAGIE

BERDA J6V - Berkshi.. Pittsfield Room BERDAJGIV@MassMailt
BERDA JURY - Centra.. Pittsfield Room BERDAJURY@MassMailS.. V'

Scheduling a meeting from Outlook

| - Clicking on “Schedule Meeting” will open window 2
2 - In this window you can select your participants, meeting time/duration, and subject

3 - Clicking on the “Rooms” option will open a window that contains meeting rooms for every
TAO and Central Office
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Meeting type: | webex Meetings No Recording

Meeting password:  ytercp3

Exclude password from email invitation
Attendees can join meeting 15 minutes before starting time
~ Do not delete
A Webex meeti

Audio & Tracking Registration Resources

Audio connection type: Webex Audio

Display global call-in numbers to attendees
Attendees can also join teleconference before starting time

Enable and display toll-free number

Entry and exit tone: Beep
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Changing Meeting Settings:

Clicking the “Change Settings” button will allow
you to:

- Change/Create a Meeting Password
- Typically we use DTAI23
- This is also where you can choose to send the
password to the meeting in the email or not
- Control how long participants can join the
meeting room before it starts

No time to set up a meeting?
We have an answer for that!

Click the “Meet Now” option in your outlook
Opens your “Personal Room”

Click “Start Meeting”

Clicking the ‘ will allow you to invite
participants on the fly



