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Conferencing Services

� Use Web Conferencing to add easy and robust 
Web conferencing and collaboration to a call

� Use the Conference Record Archive Management 
tool 

� Use the Podcasting capabilities
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Conferencing Services

�Continue to begin a self-paced overview of

� Web Conferencing capabilities

� Conference Reporting

� Conference Recording & Archive Management 

� Podcasting
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Web Conferencing 

�Web Conferencing offers advanced conference control 
and functionality. 

�The easy-to-use online user application gives all the 
control a user needs to

� Send web conference invitations

� Manage audio and/or web conferences on-line 

� Change account options

� Share Microsoft® PowerPoint® presentations with participants

� Share any desktop applications including the entire desktop 

� Record the entire meeting including the audio and visuals for playback 
later  

� Create and send Podcasts of recorded conferences

Important Note: Web conferencing is designed for high speed Internet users.
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Powerful Web Conferencing Features

� Slide presentation sharing (including caching)
� Desktop and desktop application sharing (including sharing of meeting 

moderator role)
� Multiple presentation file upload & storage 
� Simple, easy-to-use interface
� SSL encryption for Chairperson and participants 
� Chat
� Q & A management (participant hand raise)
� Manage Audio conferences online
� Post-meeting report with Web conference participant information
� Optional Web conference security passcodes and optional passcodes
for recording playback

� On-demand recording that automatically synchronizes slides and audio 
for easy online playback

� Recording playback registration, notification & reporting
� Edit recorded conferences
� Manage Conferencing Account Options online
� Host web conferences with up to 2,000 participants
� Create and manage podcasts of recorded conferences
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Web Conferencing

� To log on to a Web Conference: simply go to 
http://autorecord.cfer.com/wholesale , and click on, “Start a 
Conference.”

Helpful Hint: Other means to access your conferencing services are 
through the Telephony Toolbar
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� Enter your Conferencing phone number, 7-digit Access Code 
and Chairperson Passcode, then click “Login”

� This is the same information used to dial in to a Audio Conference.

Web Conferencing Login 
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Web Conferencing Homepage 

� This is the initial screen you’ll see upon logging 
into the conferencing web portal

� From here, you can

� Start a Conference

� Create a Meeting 

Invitation

� View Reports

�Manage Recordings 

and Podcasts
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Create Meeting Invitations

The “Create a 
New Invitation”
button takes 
you to a screen 
that allows you 
to create an 
invitation to a 
web conference
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Review Your Meeting Invitation
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Edit Meeting Registration
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Conducting a Web Conference

The intuitive interface makes it easy to use.  Users can see a list 
of Web Conference participants and share applications with 
them.  The Chairperson can also manage questions, and after 
the meeting will receive an 

e-mail report with names 

of the online participants 

As well as the time they 

joined and left the 

conference.
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Start A Web Conference

� To start a Web Conference, select “Start Web Conference”
from the Conferencing Controls Screen  

� Enter optional Web Conference security passcode and press 
“Start.” Users can proceed without a passcode by selecting 
“Start”

� To end a Web Conference, simply select “End Web 
Conference” from the Conference Controls Screen
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Desktop Application Sharing

� To begin sharing applications on a desktop, select
application from the Presentation Mode drop down list.

� The application displayed on the desktop will be shared with participants.

� Remember when sharing (especially your desktop) to close any applications 
that you do not wish to share 

or that could interrupt your 

conference, like email or IM.

� Users can conduct a “web tour”
by clicking on the browser and

pointing it at web destinations       

� To return to the slide presentation,
click on “Slide Presentation” on the
Presentation Mode drop down list
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Manage Your Presentation

� The following buttons on the Conference Control Screen are 
available to manage a presentation 

� Slide Deck (thumbnails) - Displays a thumbnail-sized version of the slides.  
Double click on a slide to show it to participants.

� New - Upload a new PowerPoint slide set that replaces the current slide set.

� Insert - Adds another presentation
file to the current slides.

� Delete – Option to remove specific
slides or all presentation files.

� Preview - Previews a slide without
displaying it to all participants.

� Arrow Keys – Move through the
slides in the presentation.
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�The Web Conferencing interface lets a 
chairperson control an audio conference call

�From the Audio Controls Screen, you can

Audio Control Features

� Dial Participants
� Mute Participants on Entry
� See List of Participants 
� Mute/UnMute individual 

Participants 
� Mute All/UnMute All
� Play Name
� Lock Conference
� Disconnect Conference
� Allow Conference Continuation
� Chat
� Record Conference
� Access Reports & Recordings
� Access your Phonebook
� Change Account Options
� Contact an Operator
� Get Help
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Web Conferencing - Meeting Record

� To start a recording, check the “Record” box on the Audio 
Control Screen  

� When the recording starts, a 
message will play that notifies 
participants the meeting is 
being recorded (per regulatory 
requirements).

� If a Web conference is active, 
your presentation slides will 
automatically be synchronized 
with the audio recording.

� To end the recording, press the 
“Record” button on the Audio 
Control Screen.
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Web Conferencing - Meeting Chat

� The Web Conference interface displays a Chat box that 
allows the user to communicate with all or a selected set of 
participants 

� Participants can also send private messages to the 
Chairperson
� From the Chat drop down menu the user may select a specific participant's name if 

they want to send a private message to that person

� The user may turn off the Chat feature by un-checking the "Enable Chat" box at the 
bottom of the screen

� The user may pull the Chat box out and view it or size it as a separate window on the 
screen by double clicking on the arrow button in the upper right corner of the Chat 
box. To return it to its original location on the left side of the control screen, just 
close the window
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Web Conferencing – Dial out

� The phone book lets users keep track of participants and streamline 
the process of starting meetings by making it easy to dial out to an 
individual or group.

� Users can highlight up to 20 
participants and then select 
“Add” to simultaneously add 
them all to the list.  

� Select “Dial All” to dial out 
simultaneously to all of the 
participants included in the Dial 
Participant list.
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Web Conferencing - Phone Book

�To add a new phone book entry, click the “New” button.

�Enter the First Name, Last Name, Company, Office Phone, 
Home Phone, Mobile, Other and E-mail.  Click “Save” to add 
the new entry.
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Web Conferencing - Account Options

�To change account options, select 
“Options” from the Audio Control 
screen

�Users can change the features for 
the current call or for future calls
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Quick Reference Guide

Mute Box

Chat Session

Conference
Features: Record

Listen Only,
Continuation,
Lock Audio

Participant
List

Start/Stop
Web Conference

Participant
Management

Phonebook

Change Account
Options

Presentation
Mode Options

Help

Contact an
Operator

Slide Presentation Features
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Conference Reporting

� To view a real-time report showing the details of the 
conferences you have hosted
� Select the “View Reports" button

� Then select to view a report of your “Meetings” or “Recordings.”
� The Meeting report header includes basic information about the conference such 

as date and time the conference started and ended, the number of participants, 
as well as the participant and chat reports.
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� For playback, hosting and management of a recorded 

conference call, use the Web Conferencing Archive 

Management tool.* 

�This simple on-line application gives users complete “point 

and click” control of all of their recorded conferences.

Important Note: This feature is designed for high speed Internet users.

Web Conference - Archive Management

Helpful Hint: downloading files to a local computer saves money, since a 
user would not have to then pay for having them hosted/stored on their 
behalf
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� To view or manage a conference recording, simply go to 
http://autorecord.cfer.com/wholesale and click “Start A Conference”

�From the portal homepage click on “Manage Recordings”

Web Conference Archive Management
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Conference Management Screen

Once in Manage Recordings, a user will see all previously recorded 
conferences in the Archive List.
� List includes

� Title of each archive

� Date and time recorded

� Registration
� Notification

� Optional security passcode

� Podcast

� Selected archives can be
� Named/Renamed, E-mailed, 

Played, Downloaded, Deleted 
and/or assigned additional 
Security.
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Recording Reports

� To view a real-time report showing playback activity for a recording

� Select the "Recordings" button under “View Reports.”

� The report header includes basic information about the recording such as Recording Title, 
Start, End, total Playbacks to date, and Playback Report.  If registration information was 
collected, it is also displayed.

� To View the Playback Report, select the “View" button.

� To Save the Playback Report, select the "Save" button.
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Recording Report Settings

� Registration
� Registration asks the viewer to enter their name, company name, phone 

number and e-mail address when they access the recording for online 
playback. The system requests this information but does not require it. You 
can change this feature setting for a specific recording as often as you like.

�Notification
� To be notified via email each time a recorded file is played back by a 

viewer, check the "Notification" box for that recording. (An end user will 
need to have a current e-mail address on file).  You can change this feature 
setting for a specific recording as often as you like.

�Security Passcode
� A user may require viewers to enter a security code to access the recording.  

Users can change this code as often as they like.
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Manage Recordings
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Edit Recordings
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Podcasting
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Create a Podcast
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Publishing a Podcast Feed
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THANK YOU!


