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Sign	In	
	

- To	get	started	with	MeetPlat	Admin	Panel,	you	are	type	host	address	to	browser	
address	bar.	

- You	are	required	to	provide	a	valid	username(e-mail)	and	password	for	getting	an	
access	to	the	application.	

	

	
	
- Enter	information	and	click	Login	button	



User	Management	
	

- Click	to	Users	from	left	menu.	
	

	
	
New	User	

- Click	the	plus	button	for	the	new	user.	
- Enter	the	email	address	and	password.	
- Define	a	role	for	the	user.	

o Admin	user	has	access	to	the	entire	system.	
o Normal	user	has	limited	access	to	the	system.	

	
User	Edit	

- Click	the	more	button	to	open	the	menu.	 	
- Click	Edit	button.	

	
Remove	User	

- Click	the	more	button	to	open	the	menu.	 	
- Click	Remove	button.	

	
Reset	Password	

- Click	the	more	button	to	open	the	menu.	 	
- Click	Reset	Password	button.	

	
	 	



Integration		
	

- Click	to	Integration	from	left	menu	
	

	
	
Change	Integration		

- Click	the	edit	button.	
	

	
- Select	type	Exchange	or	GSuite	(Select	to	Exchange	for	Office	365)	



	
Exchange	Integration		

- Select	version	(Select	to	Exchange2016		for	Office	365)	
- Type	server	url	(https://outlook.office365.com/ews/exchange.asmx	for	Office	365)	
- Check	Auto	discovery	for	determine	ews	url	from	User	Mail.	
- Type	User	Emai	and	Password	
- Click	Save	Button	

	
GSuite	Integration		

- Type	Google	Calendar	API	Service	Account	Key	Json.		
- Click	Save	Button.	

	

	
	
	 	



License	
- Click	to	License	from	left	menu.	

	

	
	

- Click	the	plus	button	for	the	new	license.	
- Enter	License	number.	
- Click	the	Add	button.	
	

	 	



Timer	
- Click	to	Timer	from	left	menu.	

	

	
	

- Select	Time	Zone.	
- Select	Timer	Passive/Active.	
- Type	the	displays	open	time.	
- Type	the	displays	close	time.	
- Select	working	days.	
- Click	Save	Button.	

	 	



Preview	
- Click	to	Preview	from	left	menu.	
- 	

	
	

- Select	date	and	all	rooms	can	be	viewed	hourly.	
	 	



Rooms	
- Click	to	Rooms	from	left	menu.	

	

	
	
Add/Edit	Room	

- Click	the	plus	button	for	the	new	room	or	the	pen	button	for	edit.	

	
- Select	Main	Tab.	

o Type	Display	Name	(Required,	room	name).	
o Type	Capacity	(Required,	room	capacity)	
o Type	Location	(room	location,	Floor	x	or	Building	Name)	
o Type	Description	(room	description,	all	property	for	rooms,	whiteboard	etc.).	



- Select	Theme	Tab.	
o Select	theme.	
o Select	Custom	Background	

	
	

- Select	Features	Tab.	
o Select	Hide	Meeting	Subject	(for	private	rooms).	
o Enable	Instant	Meeting	(for	touch	display).	
o Allow	End	Early	(for	touch	display).	
o Allow	Extend	Meeting	(for	touch	display).	
o Enable	PIN	and	Type	PIN.	(for	touch	display).	
o Is	Panorama	Display.	(hide	in	panorama	display).	

	
	



- Select	Localization	Tab.	
o Select	Language.	

	
	

- Select	Integration	Tab	
o Select	Dibs	Room	(Create	a	room	display	that	is	not	linked	to	a	calendar,	and	

can	be	reserved	by	anyone	at	any	time).	
o Type	Room	Mailbox	(for	Integration).	
o Select	free	Player	(for	display).	

	



Room	Preview	
- Click	the	preview	button.	 	
- Preview	is	displayed	in	the	new	window.	

	


