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Conferencing Services

An on-demand audio & web conferencing solution
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Conferencing Services

» Through this presentation you will learn how to:
» Set up an audio conference call

» Use the powerful features built into Conferencing
Services

» Use Conferencing Global 800 numbers for
International access

» Use the Conference Scheduler
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Conferencing is...
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» On-demand audio conferencing
from 2 to 96 people
» Instant access to anyone in the world
» No reservation required
»0On-demand web conferencing
from 2 to 2000 people
» Collaborate with anyone in the world
» No reservation required
» Communicate with...
» Anyone
» Anywhere

» Anytime
» ...no reservations required



Benefits

» Conferencing makes you more effective, whether
you’re communicating across town or across the
globe

» Enhances productivity
» Convenient

» Reliable

» Secure

» Easy audio conference control through:

» Touch-tone commands on the phone or through
» A Web interface
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Applications

» Weekly/daily meetings

» Impromptu meetings

» Project status updates

» Staff meetings

» Easy access to meetings while traveling
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Chairperson’s Subscription Information

» Users receive:
» Permanent toll-free dial-in phone

number
» Toll and toll-free/freephone access -
number for International IR _SHORTCUT TO START YOUR CONFERENCE
. - 2000 _LL o8 q r - number
participants e ] 28k o 7ok ot ool
.. Company | 3.Press [+],enter your Chai P de,th
> 7-digit access code RSN [ribedid b
> Chairperson passcode (users may
. . wwww.therm|  Chairperson Participant/Chai on
change code for security & convenience) | ** | @ batiaptopent mm'.':mn..e_m
> The initial Chairperson passcode is | B8 Lokoororme e Rocan f ctvate
randomly generated and delivered in the (+1 (5] Unlock conference [+ #] Count participants
[#] (8] Conference continuation
Welcome Letter sent to the User. By 53] Mute il lines (@) ) Ask for operator
removing the Wallet Card, you will (5151 Unmute allines (£11=) Listavallable commands

\_ 574-1084G 0708 _J

uncover your passcode.

» The above information is
required every time you want
to start an audio or web
conference
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Wallet Card

wiEEln
% Conferencing Services

John Q Sample
Chairperson

ABC Company
Company

800-867-1317 XXX-XXX-XXXX

6Degrees|P Conferencing Phone Number International Access Only

XXXXXXX XX

7-digit Access Code Lines Available Per Conference
https:\\www.callinfo.com\palomar\applet.jsp?host=wholesale

Q&b Conferencing URL /

CONFERENCE CONTROLS

Chairperson
[ [T Dial out to a participant

Participant’Chairper son

[ [E Mute line

“ [X Record conference (ondoff)

[ IT Lock conference
[~ [¥ Unlock conference

[ [T Unmute ling
[ [T Raollcall {if activated)
[= [£ Count participants

[0 [T Ashfor operator
[= [ Listavailable commands

[ [E Conference continuation

[ [ Mute all lines
[T [E Unmute all lines

IN-CAUNTRY ACCESS NUMBERS

drgentina IED0GGEGNS35 Hong Kong BO00GEL 2 Alnpapora E001011435
duslralia 1800003792 lsrael 120058705 Spain 900977042
Belgium 0101 1001 ftaky BOOTRAEGS  Sweden 0200285607
Braril OEONRY] 666G lapan M5I160207  Switzerland 0200563946
Clina 02001400554 Mexico 0018006148712 Talwan 0Oa011 26571
France 0E00an2121 Netherlands (8000221859 LUK OR00aL a7

Germany 02001215802 Morway 0011139 USCanada 18007475150
. For access numbsrs nof listad, visit waw.ghbbalerossing.com/conferencing

N

ST4-LOEAG JT05 o




For a users next conference simply...
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» Tell the participants the date and
time

» Provide them with the Conference
dial-in phone number and access
code

» The Chairperson passcode is needed
only by the chairperson to begin a
conference.

» You may also elect to send an
invite to the meeting that you
create via the conferencing web
portal or Outlook Scheduler



Conferencing Services

» To start a conference dial the conferencing toll-
free, toll, or GBOO phone number

» Enter the 7-digit access code

» Enter the Chairperson passcode

» Follow voice prompts for special options
» Begin the meeting

2/10/10

10



Conferencing Services

» With Conferencing you have complete control of
» The meeting duration
» How the meeting is conducted
» Who can participate

» Once you have started a conference
» You may dial out to other participants
» Manage conference features via the telephone or web
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Conferencing Services

» All Audio conferencing features can be controlled
through:
» Touch-tone commands on your phone

» The online Web interface

» Using the online interface to manage your audio conference is a free
service

2/10/10
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Conferencing Services

| % || ||k || % || % || %

|| N[O |PH|DN]||PF

*

9

Dial out to a participant
Record conference
Lock conference
Unlock conference

Mute line
Unmute line

Conference continuation
Roll call (if activated)

Count participants

0] Ask for operator

Talk to operator in
a sub-conference

*These features are listed on the Chairperson Wallet Card



Touch-Tone Commands

*||1

B To dial out to domestic and international participants after the conference has
begun, pressy 1 and follow the prompts.

B For North American and Caribbean participants, dial area code and seven-digit
phone number.

B For outside North America, dial the 011 + country code + telephone number.

* || 2

B To stop the recording, pressl*/(2], followed by[1].
B To record your conference, press [* [|9] on your touch-tone phone, followed by

.




Touch-Tone Commands

*|| 4

*|| 5

BTo lock your conference so no additional participants can join, including a
conference operator, press |* ||4] on your touch-tone phone.

BTo unlock the conference at any time, press|* ||2]on your touch-tone
phone.

*|| 6

* || 7

To mute your phone line during a conference simply press|* ||6 lon your
touch-tone phone.
To unmute your line press [* ]|/
Mute and Unmute can be used by all participants during the conference,
or by participants with bad connections, cell phones, or background

noise.




Touch-Tone Commands

* || 8

BNormally the conference ends automatically when you (the Chairperson)
disconnect. To let the meeting continue without you, press|* |8 |anytime
before you hang up.

BThis is helpful in case your line is disconnected, your cell phone connection
is dropped, or you need to leave before the meeting is finished.

*(19

BHear the names of who is connected to your conference with this optional
feature. To activate Roll Call, press [*||9]on your touch-tone phone.
BRoll Call can be used by all participants during the conference.




Touch-Tone Commands

* || #

B Get a quick count of participants on your conference by
pressing|* ||9|on your touch-tone phone.

B Count Participants can be used by all participants during
the conference.

oll 0
B If a user needs help from a 6Degrees|P Conferencing operator at any
time during your conference, press|Q||0] to connect immediately. The

operator will join as a participant in the conference.
B Press|*[|9] to talk with the operator in a private sub conference.

*Ask for operator can be used by all participants during the conference.



Configure Your Own Account Options

» Change your Chairperson passcode to maintain
security

» Record participant name (on/off) — when set to
“on” you can use this feature *119
» Do a Roll Call during a conference call
» Name Announce option

» Set conference entry/exit announcement
» Tones
> Silence
» Name Announce
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Configure User Account Options

» To change these settings, the users dials into the
Conferencing Service, enters their 7-digit access
code followed by the Chairperson passcode

> Press

2

to change account options and then follow the voice

prompts. These 3 options can be changed as often as the user

likes:

» Change chairperson passcode | 1
» Configure name record or entry-exit announcement | 2
» Change auto-continuation option | 3

2/10/10
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Why Use Global “800”

» Global 800 numbers international toll-free/freephone
numbers allow participants from key international business
locations to cost-effectively use Audio Conferencing for
local, regional and global conferences.

» Global 800 numbers are permanent, allowing you to
conference without reservations.

» In-country users will recognize the format of each access
telephone number as toll-free/freephone type of service.

» Globally standardized, Conferencing offers all users access
to the same features and online tools, regardless of their
location.

» 24X7 customer care support available globally.

2/10/10
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How to Use Global “800”

» Global 800 numbers allow participants from key
International business locations to use Conferencing for
local, regional and global conferences.

» A Chairperson dialing from one of the available countries, could
dial the Conferencing Global “800” toll-free/freephone number
shown on the table on the next slide to dial in and start a
Conference.

» Chairperson: To initiate a conference, dial the appropriate Global "800"

number and when prompted, enter your 7-digit access code and Chairperson
passcode. Follow the prompts to start the call.

» If participants are dialing from any of the countries listed on
the next slide, they may be given the Global “800” toll-
free/freephone access number corresponding to their location.
They will dial this number to join the Conference.

» Participant: To join a conference, dial the Global "800* number provided to

you by your Chairperson and when prompted, enter the 7-digit access code
(also provided by the Chairperson).

2/10/10
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Conferencing Scheduler

» Conferencing Scheduler fully integrates Audio and
Web Conferencing with the Microsoft Outlook®
Calendar system, making the most effective use of
your time when scheduling your meetings!

» Just download the plug-in...

» Enter your Conferencing numbers...
» Use Quick Setup default settings or
» Customize your feature options...

» ...and you are ready to schedule meetings that
combine the capabilities of Microsoft Outlook®
with the conferencing features of Audio & Web
Conferencing.

2/10/10
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Conferencing Scheduler Features

» Conferencing Scheduler allows you to:

» Schedule meetings and send Microsoft Outlook® e-mail
Invitations that automatically include all the information
participants need to join a

» Audio Conference
» Web Conference
» or both!

» Automatic login to a Web conference right from the Microsoft
Outlook® toolbar, allowing for quick and efficient management of
Audio and Web Conference calls right from the desktop

» Customize the text that appears in e-mail invitations including:

» Standard content

» Display of conference numbers in Location field of Microsoft
Outlook® e-mail invitation

» Hyperlinks to key participant information

2/10/10

23



Conferencing Scheduler Features

» Participants receive a normal Microsoft Outlook® e-mail
Invitation that reserves the meeting time on their
calendar and includes all the Audio and/or Web
Conference dial-in numbers and instructions.

» E-mall invitations include easy hyperlinks for participants
to:

» Automatically login to the Web Conference

» Test their web browser prior to joining the Web Conference
» Access a list of international toll-free Global 800 numbers

» Access a list of Customer Care global toll-free numbers

~ Audio and Web Conferencing function as normal —
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Scheduler Set-Up Screen

» Conference Set up
screen.

» When the installation
of the plug-in is
complete, re-open
Microsoft Outlook®

» Go to Tools on the

toolbar and choose
Conferencing Setup

2/10/10

™ Dutbox - Microsoft Dutlook

Eile Edit Wiew Faworites |I|:u:|I5 fctions  Help

J Mew -+ Global Crossing F

Ready-AccessE Setup

Reply ﬁd Reply ba

e

Falder Lisk
EI--@' Outlook Today - [Mailk

Tﬁ"" Zalendar
i Contacts

{3l Deleted Items

-k Drafts

2k of Office Assiskant, ..
@ Ermpty "Deleted Ikems" Faolder

Services. ..
Cusktomize. .,

Cpkions. ..

L4

| Subject

5121 Sent Trems

25



Scheduler Set-up Screen

l & Ready-Access® Invitation Setup -10] x|

» Quick Setup allows | o

*Ready-fccess phone number: |g|:||35555555 Access number type: |5 -

you to get started : Optons sl scces | semprtsirs R
rlght away by USIng phone number:

the preset feature | T
| v Dizplay conference numbers in Location field of invitation:
S ettl n g S L. *Chairperson passcode; |’“‘**

*f-digit acceszs code: |5555555

“Reenter passeode: |“’“‘“
Yiew additiohal Beady-fccess phone : S R
e ¥ Display in irvitation
> YO u Can al S O Audio conference invitation content; Yien/E dit |
* Bagaad fal

customize yO ur ~Ready-Access Web Meeting:
feature settin gS for Browser Test [ Display in imvitation
fu ture me etl N g Wb Mesting invitation content: Viarlecl |

i nVi t atl oNns W Autorlogin from Outiook toolbar

— Ready-Accezs Invitation Footer:

Customer Care numbers: ¥ Display in ivvitation

Conference invitation footer content; Wiew/E dit |

¥ ¥ersion Update Notification:

(] | Cancel | Apply
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Create a Meeting Request

» Create a meeting
request:
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» Three ways to

select “Conferencing
Meeting Request”

From the Microsoft
Outlook® toolbar,
select your choice of
meeting request to
iInclude information
on: Audio
Conference, Web
Conference or both

» Any of the auto-

populated text can
be edited

& Dutbox - Microsoft Dutlook

JEiIe Edit Wiew Faworites Tools Acktions Help

J Mew I... Global Crossing Ready-AccessE -«

_I ﬁ Folder...

Ctrl4+-Shift+E

Feady-Accessi® Meeting Request  »

[ E| appointment

o
b

Crl4+Shift+-4

= | (a5 > | ¢ Renly £5) Reply b

Ready-AccessE Audio
Ready-Access® Web Meeting
Ready-AccessiE Audio/Web

Subije

]ﬁ___b _oncacks
Deleted Ikems

@ Drafts
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Meeting Invitation

I BEl Untitled - Meeting [_ (O] %]
! J Send | = | A €, | 3 Recurrence... T Cancel Invitation. .. | LA & | * | 3.
! J File | Edit Wiew Insert Format Tools Actions Help |

Appointrment I Attendee Availability I

Adjacent to another appointment on your Calendar,

[T ]

Subject: I

‘& Invitations have not been sent For this meeting, ‘

Location: IReady-Access phone number: 8007471915; 7-digit access code: 9370458 j ™ This is an online mesting using:  [Microsaft MetMeeting j

Starttime;  [Fri 1/23/2004 j [1:30Pm j ™ all day evert
End time: [Fri 12342004 x| [zooem 7]

\&/ I Reminder: |15 Tinutes | &l Shaw time as: IBusy v[
Ready-Access® Web Meeting PARTICIPANT LOGIM INFORMATION 1=
You have been invited to join a Web Conference

Click here to automatically login: https: A, callinfo. comfpalomar/applet. jsp?host=hti
Enter your participant registration information.
You will view a "Lobby screen” until the Chairperson starts the Web Conference

To Test your browser and network connections for compatibility prior to the conference, go to; http: e, callinfo. comdest. htrnl

If you have trouble automatically logging in using the link above, please do the following:
Go To: https: v, callinfo. comdpalomar/applet. jsp?host=bti

Enter Ready-Access® Phone number, 8007471915

Enter 7-digit access code: 9370453

Do not enter spaces or dashes in the number.
If you have problems joining the conference or need technical assistance, please contact Customer Care:http: /A custcare. com

If you have any questions pertaining to this, please contact me directly. | look forward to having you join the conference.

[
[ Conkacts,.. | I Categaries. .. | I Private r

;astart”J i & »

J (O] Deleted Ttems...| BeAFW: Cutsourc...| B FW: Your rea... | @Images 2.doc | E|Untitled-Mee...“EUntitled—M... |?%5<ﬂ§@% 1:10PM




Conferencing Invitations

» Conferencing solution also offers an invitation tool from
within the Conferencing Web Portal!

» Just login into the portal...

» Click on the “Create New Invitation” button...
» Use Quick Setup default settings or

» Customize your feature options...

» ...and you are ready to send invites with pre-populated
conference login information, and allows you to

» Retain invitees

» Edit and send meeting updates to your invitees
» Create invitations for future meetings

» Retains and displays invitations you have sent
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