M356 - TAI LIEU HUGONG DAN BOOK PHONG HOP VAN PHONG Al+DI
M365 - GUIDE TO BOOKING MEETING ROOMS Al+DI OFFICE

Al+DI



Meeting Room Al+DI Meeting Room CEO
Email Address: Meeting_Room_AIDI@aidi.world Email Address: Meeting_Room_CEO@aidi.world

Location: Floor 4, No. 46 Bach Dang, Ward 2, Tan Binh District, Ho Chi Minh City, Viet Nam



Meeting Room Al+DI 01 Meeting Room Al+DI 02 Meeting Room Al+DI 02
Email Address: Meeting_Room_AIDI_01@aidi.world Email Address: Meeting_Room_AIDI_02@aidi.world Email Address: Meeting_Room_AIDI_03@aidi.world

N

Left Room (near the main entrance) Middle Room Right Room (near water dispenser)

Location: Floor 1, No. 46 Bach Dang, Ward 2, Tan Binh District, Ho Chi Minh City, Viet Nam



THEM LICH PHONG HOP VAO LICH CA NHAN / ADD MEETING ROOM TO PERSONAL CALENDAR

* Dang nhap tai khoan email online (https://outlook.office.com)
Log in to your online email account

e Voo Ljch -> Chon “Add calendar”
Go to Calendar -> Select “Add calendar”
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https://outlook.office.com/

THEM LICH PHONG HOP VAO LICH CA NHAN / ADD MEETING ROOM TO PERSONAL CALENDAR

Chon “Add from directory”
Select “Add from directory”

Thém phong hop bang cach nhap email phong hop Meeting Room_AIDI@aidi.world twong ty phong 01, 02,03 hoic

Meeting Room CEO@aidi.world

Add a meeting room by entering the meeting room email Meeting Room_AIDI@aidi.world similar to room 01, 02, 03 or

Meeting Room CEO@aidi.world

Nhan “Add” dé hoan thanh
Click “Add” to complete

Meeting room email address list:

@)

Location Floor 4:

Meeting Room_ AIDI@aidi.world

Meeting Room CEO@aidi.world

Location Floor 1:
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HIEN THI VA BAT BAU BDANG KY PHONG HOP / SHOW AND START WITH BOOKING MEETING ROOMS

¢ Tich chon lich mudn hién thi-> Chon “Split view” dé phan tach hai hodc nhiéu lich hop.
Select the calendar you want to display -> Select “Split view” to separate two or more meeting schedules.

e Chon vao khung thoi gian bét ky trén “Calendar” cd nhén cda ban dé tao mét lich hop.
Select any time slot on your personal “Calendar” to create a meeting schedule.
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DANG KY PHONG HOP / BOOKING THE MEETING ROOMS

* Nhap dja chi email phong hop Meeting Room_AIDI@aidi.world (bat budc) vao 6 “Required” va cac email ngudi dugc moi tham duy.
Input the meeting room email address AIDI@aidi.world (required) in the “Required” box and the emails of the invited attendees.

e Nhap tiéu dé, thoi gian va cdc théng tin cén thiét -> Chon “Send” dé dt lich.
Input a title, time, and necessary information -> Select “Send” to schedule a meeting.

* Note: Tuong tuw khi book trén MS Teams
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DANG KY PHONG HOP / BOOKING THE MEETING ROOMS

e Kiém tra lgi théng tin lich hop dd dugc ddng bé Ién lich cda phong hop (sau khodng15 gidy) kém email théng bdo yéu céu dé duoc “accepted” hay bj

“conflicted” (bj xung dét do trung lich).

Check the meeting schedule information that has been synchronized to the meeting room schedule (after about 15 seconds) with an email notification that
the request has been "accepted" or "conflicted" (conflicted due to overlapping schedules).
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SETUP THE MEETING ROOMS Al+DI (Floor 4)

s Turn on all devices: Check DeVice POWGF
v Tivi SAMSUNG (HDM| 1) pover's not med on, check the cable connection or select the "Connectio
v Camera MAXHUB UC P25 (blue light only) ¢
v Micro & Speaker MAXHUB UC BM35

w

* Connect hub type-C with your laptop

* Join a meeting -> Setting the audio and camera with the
MAXHUB device has been connected

i Booking Demo - ] X

Video settings X

= Camera

w @® MAXHUB UC P25

(O Integrated Camera

Booking Demo
Wednesday, Jul 2 - 2:00 PM - 3:00 PM GMT+7

* Appearance
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4) .
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Soft focus @ @® )
. —
MAXHUB UC BM35 BT2 Audio o Mirror my video @ D
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cance' m
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CAMERA CONTROL

Select camera frame:

Number 1 -> Focus full room (full view of all people)
Number 2 -> Focus full-screen board

Number 3 -> Focus board and the presenter

Number 4 -> Focus 1/2 room
Zoom button -> Manual (+) or (-)

Note: Do not press the number with only white color on the top
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SETUP THE MEETING ROOMS AT Al+DI 01, 02, 03 (Floor 1)

*  Turn on all devices: Check DeVice POWEF

\/ TiVi SAMSUNG (HDMI 1) power is not turned on, check the Cable ConneCtion or SeleCt the "COﬂﬂGCt!O
)

Or, press the Connected Devi
icé's button below t
0 select a conne
nnected 4

v Micro & Speaker MAXHUB UC BM35
* Connect hub type-C with your laptop

* Join a meeting -> Setting the camera with the Yealink UVC30 and
audio with the MAXHUB UC BM35 device

i Meeting with Nguyen Son Thieng = 0 X

Video settings X

[ ]
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@ VYealink UVC30 Camera

Microsoft Teams meeting

. . . (O Sharing Camera
Meeting with Nguyen Son Thieng
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i Meeting with Nguyen Son Thieng

Meeting with Whiteboard & e B - w8 Templates B o oo «
App Moce Camers Mic Start with an empty whiteboard.
+, Recommended _
e T P— | Recommended Start with blank canvas

Presenter mode € Brainstorming

v' The TVs in meeting rooms 01, 02, and 03 have touchscreen
support

0 Qs 5 Add background <3 Problem solving

Q. Design and research

* Inthe meeting: Select “Share” -> choose “Microsoft

. ” = ‘?'i_- [~ Strategy Affinity diagram Topic Brainstorm Where in the world
Whiteboar - | ~
Project planning
Window (15) . f—
* In the Whiteboard Templates: Choose one of the templates o £ Retrospective =
you want, or “Start with blank canvas.” L @ Games e
. . . . lorkshops Daily stand-u| Moodboard Cause and effect diagram
s On the whiteboard (TV): Draw anything with a pen or with | ot 77 Workshop v i
your finger. © o
° in- - PowerPoint Live
Tlp. Open On SCI'een Keyboard it k Show for new whiteboards
> Windows hotkey: Windows + Ctrl + O . , ,
[T Meeting with Nguyen Son Thieng e - o X
» MacOS hotkey: Command + Space -> then type “Keyboard o 0
oc0S poer o = & £ 80 0B O - w. 4. u gy
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