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1. Go to https://mas.trcastaff.ca 
 

 
2. Non-MiCollab Users (hardphone) 

Login ID: email address 
Password: extension number 
Click Login 
 
MiCollab Users (softphone) 
Login ID: lastnamefirstinitial (ie dongj) 
Password: MiCollab password 
Click Login 
 

 

3. Click Audio, Web and Video 
Conferencing 

 

https://mas.trcastaff.ca/


4. Choose One-time or Recurring 
conference 

 

5. Set the Conference type 
 

6. Fill in Conference Name 
 

7. Select Start Date, Time and Duration 
 

8. Set the Conference size (# of 
Participants) 

 
9. Published – check this to allow your 

meeting to be viewed from the 
publically viewable Published Area 
webpage (Fig 1.) 
 

10. Billing Codes info is optional but can 
be used for info purposes 

 
 
Fig 1. 

 

11. Select desired features 
Leader Required – if checked, call will 
end once leader leaves 
 

12. Password Protection – only 
applicated to Web and Video 
conferences 
 

13. Click OK to proceed 

 



14. Verify conference details are correct 

 

15. Click E-mail (Calendar does not work) 

 



16. This is the auto-generated email you 
can send to participants. The Leader 
access code (shown in the last step) is 
not in this email, it will need to be 
sent separately. 
 

17. Staff in the office can dial 6292 
 

18. External caller(s) dial 416-667-6292 or 
1-855-667-6292 (toll-free) 

 
19. In this example, Access Code 0115626 

is the conference ID participants will 
need to enter 

 

 


