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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

A\

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

YVV YV VYV YVYVY Y

Y
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Web Conferencing

http:/ /autorecord.cfer.com/wholesale

EWel to the Corf & Web Moderst x

WER MODERATOR

| ( START A CONFERENCE JOIN A CONFERENCE

Helpful Hint: Other means to access your conferencing services are
through the Telephony Toolbar

: @ | &3 | ) Services | M | €2 | CommPiict - None = r’:ﬂi rﬁ |’E}| \G8 =] N M| Search + ||Corferencing VolP Services =
Fﬂlde List Corferencing Services
All Folders ;| a |g|ym |w Yoip Senvices

|

.




Web Conferencing Login

> Enter your Conferencing phone nhumber, 7-digit Access Code
and Chairperson Passcode, then click “"Login”

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

Web Moderator I

- Ceerence e

Chairperson Login

Conference Phone Number: | |

Access Code: | |

Passcode: | |

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

Web Moderator
» Start a Conference __
.
» Create a Meeting fheetings
Invitation ——— e P e S
> V|eW Reports Podcast Feed Seffings Meeting Invitations

» Manage Recordings
and Podcasts
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Create Meeting Invitations

Create Meeting Invitation

Home

View Reports

Manage Recordings
Podcast Feed Settings
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'Technical Support v

Logout

Conference Title: * |Train1’ng Sesszion 2

Host(s):* [NGT DEMO

From Email: * Ioaitlin.clark—zigmnnd@ngt.cum

Email Subject: Iamiin Conference Invitation

Date:* [11/13/2007 E (MM/DDAYYY)

Time:* [og:00.AM || Eastern Time (US & Canada) v
Duration: * [01 ¥ 00 (¥ (kM)
Conference Type: (& Web & Audio © Audio Only O Web Only

Conference Phone Number(s): ©

8008671317 LLS. & Canada Tall-Free 7]
[ 202248 2985 U5 Toll (2]

Add International Toll-free Numbers (Optional):

| Select & number to add v.l

[ Include link to list of all tall-free nurbers

Access Code: 7456169

 Description: |nperga:
Limit 1000 characters |11+ voductions
Starting a conferencing

sharing Documents|

The “"Create a
New Invitation”
button takes
you to a screen
that allows you
to create an
invitation to a
web conference



Review Your Meeting Invitation

“ou may copy and paste thiz into vour own email client:

From: CAITLIN CLARK ZIGMOMND
Subject: audio Conference Invitation

You have been invited to attend this audio conference by CAITLIN CLARK ZIGMOND.

Preview your meeting invitation

Title: Test Meeting

Date: 112712007 . . .
Time: 02:00 AM Eastern Standard Time Tﬂ rEturn tﬂ InVItatlﬂn Page! EIIEI{
Duration: 1 hour “Close™ button on upper right

Description: Test

corner of screen

Add this conference to your calendar:
hitp:ifec. callinfo. com/invite/m Swpkmart1 70

Audio Conference Information:

Conference Phone Number(s):
U5 & Canada: 8008671317

Click here for a list of global toll-free numbers:
www.themeetingsonLink.com

Access Code: 2391034

You will be placed on music hold until CAITLIN CLARK ZIGWMOMND stars the audio
conference.

Web Conference Information:
Testyour computer for compatibility prior to the conference:
hitp-/test callinfo.com




Edit Meeting Registration

Meetings

Start a Meeting Conference Phone Number: 856 7401260 <

Audio Access Code: 2091672 T

Custom Registration

Lz e 0T ERER0 W D CTEGME LD A0 'S CLESAONT s iaton Beicts. MO Tial e "Narne™ b i always regured, Thess beids
e used jor web conlerence paric pant ragis ialon and a3 he dataull regisiakon for ulee recordings. Fegisiaion for
i vidua recondings can be et in e Manage Racodings secion.

Field Title Reguired
M ame
= ~ O
| Remove G O
| Remove LT O

Create up to 5 custom registration fields to gather unique
information about your participants

07 Global Crossing - Propristary
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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

t t- - I I -
I le m ee I n g WI rece Ive a n &= Chairperson Conference Controls - Web Conference
SWpicD Select Action, v

e-mail report with names
of the online participants
As well as the time they
joined and left the
conference.
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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
onference Management &
Participant
pia | sl | piariame | > Use the Podcasting capabilities
Canference
Mute All I muI’EAHl ator |
[ Record [ Listen onk
[ Continuation [ Lock Audio
Phunahnukl Opt | ports: I
[ Enab +a
v o
Select Recipient. .. || %) 2 | - - - ~
nnnnnnnnnnnn [® Recording: Off [Qusstions: 0 Insert | Delete |-P‘ gl & &= Slide Show|  Preview | 4 »
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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”

& Web Conference Security Code X

@ Set an optional weh conference Security Passcode

| {4 to 9 characters)
Your paricipants will be required to enter this passcode to
jnin your conference. To start your conference without a

Security Fasscode, leave the field hlank.

Start | Cancel |

> To end a Web Conference, simply select "End Web
Conference” from the Conference Controls Screen

2/10/10
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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 appllcatlons
that you do not wish to share o

anfel
uuuuu . ¥ Conferencing Services

or that could interrupt your Bl e
conference, like email or IM. St TSRt SONBLSTIATSBAGIL
> USGTS can COI’]dUCt a “Web tourn > t]:;the Conference Record Archive Management
. . Conference Management +
by CIICkIng On the browser and o | s | Pitame | > Use the Podcasting capabilities
pointing it at web destinations e
> To return to the slide presentation, uciiimlm mii%u:! |
click on “Slide Presentation” on the  |gzse _
Presentation Mode drop down list s FA (ST | |
| e | oo [ 7% @ [ ] TR LN
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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 [+ s = s Conferencing Services
file to the current slides. D —
> Use Web Conferencing to add easy and robust
> Delete _ Optlon tO remove SpeCIfIC Web conferencing and collaboration to a call
S|IdeS or a” presentatlon flles > iJos(?Ithe Conference Record Archive Management
> Preview - Previews a slide without C;?:‘if”e‘m.“:::m. EEEEEEEEE |‘ e e Bodeaatifng capabiliien
displaying it to all participants. e o
> Arrow Keys — Move through the Dl Dl |
slides in the presentation. ~  [zewes e
- A ——— s ] o | 4]0 |
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Audio Control Features

i Chairperson Conference Controls - Welcome to

T Audio 1 ® Weh: 1 lite Help
| Mame | 12 nute] mumber |
T & chairperson = [T soszasosse

> The Web Conferencing interface lets a
chairperson control an audio conference call

» From the Audio Controls Screen, you can

Dial | Disconnes tl Play Marne |

dute Al | UnmuteAHl Cperator |

[ Record [] Listen Qnly
[] Confinuation  [] Lock Audio

Phunebuukl Options | Reports |
[v] Enable Chat + 2

Select Recipient...

@ Fresenting: On  |@ Recording: Off  [Questions: 0

2/10/10

Dial Participants

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

Mute All/lUnMute 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

T audin | B weh | iz Heln A Conferencing Services
name | | 2[mute] nums
T &, Chairpersan T 3032391021
» Use Web Conferencing to add easy and robust
Web conferencing and collaboration to a call
» Use the Conference Record Archive Management
tool
Conference Management &+
Parlicipant
piat_| Discomnect|_piayiiame | » Use the Podcasting capabilities
Conference
wue Al | unrute st | operator |
[] Record [ Listen Only
[l continuation ] Lack Audio
Phanebaakl Options | Reparts |
[¥] Enable Chat A
2|
‘ 1 P L 4 T
Select Recipient... v S | e N
@ Presenting: On @ Recsrding: Off |Questions: 0 Insert | Delete |-b g2 | | & Slide Show|  Praview [ 4 »

2/10/10

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

2/10/10
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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.

=lolx] Users can highlight up to 20
Select name from list: Dial participants list: = .
Joe Johnson 5555552855 (mobile) Joe Johnson 555 555-3855 (home) partICIpantS and then SeIeCt
Joe Johnson 555.555.1234 (affice) “Add” to SImU|taneOUS|y add
[ Joe Johnson555 555 355 (home)

them all to the list.

Select “Dial All” to dial out

" simultaneously to all of the
Remae | participants included in the Dial

Participant list.

R0 Edit Delete Close Dial Dial All

2/10/10 19



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.

First Mame: l

Last Mame: I

Campany: I

Office:

Harme:

Other:

Ermail:

|
|
Mahile: |
|
|

Save Cancel
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Web Conferencing - Account Options

Chat:
[v] Enable Chat (current & future conferences) >TO Change account OptiOI‘IS, SEIECt
Application Showing: “OptiOl‘IS" fI‘Om the AUdiO COI1tI‘O|
| Y | screen
Fastest Highest Quality
Enable Title Bar Buttan
) Enable Application Sharing > Users can change the features for
Entry Announcement the current call or for future calls
i® Tone {future conferences)
1 Silent
2 Mame

[ ] Mame recard fcurrent & future conferences)

Sawve settings far future conferences

(0] 4 Cancel

2/10/10 21



Quick Reference Guide

Start/Stop |
Web Conference

E Chairperson Conference Controls - Web Conference

p Stopivel |Select Action... 4/'\7]—_-
Conference

I Audio: 1 B wWeb: 1 lwite Help A
Mame ' !?Mute] Riumbar ]

o I &, Chairperson &3] M 3033%1021
Pamgpant —1, T
List Help
Mute Box
Conference Management A
Paticipant
Dial | Disconnect | Play Mame |
Conference
Participant —
hdute All Unmute All Operatar
Management\ . | | i |
[ Recaord [ Ligten Qnly
Conference — [ Continuation [ Lock Audio
Features: Record
Listen Only, hunebnokl Options | Reparts |
Continuation,
Lock Audio [7] Enable Chat A
~
Phonebook
Chat Sessi Change Account
at Session OptiOI’]S
w
Select Recipient. .. w

| Presentation
Mode Options

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

Contact an
Operator

2/10/10
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2 rencisg Servicss 3 rencing aricas

g 5 awwed

@ Frezenting: On !O Recording: Off iﬂuestions: ]

5
Slide Show|  Preview | 4 | b |
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Insert | Delelte | = AI & ‘l o ‘l = | = |

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.

Web Moderator _
1 conference center |

Tochmca Sopport v

Home

Total Web Conferences: 13 <=first  1-13 last==
View Reporis
Partlc.lpdnt
! 5 5 ¢
Hestiot Lk i i
= - Nuv 26 2007 10:25 AM Nuv 26 2007 10 26 AM View | Save View | Save
Wanage Recordings 252007 09:46 Al . " ) Vew |Sae  Vew|Sae
Podcast Feed Setftings JLU'I 19 2007 04:02 PM Jun 192007 05.11 F'M 4 View | Save View | Save
. Juni1920070401PM  Jun1920070401PM ] [ Mew|Save | View |Save
Apr 252007 12230 PM Apr25 2007 12:32 PM 1 View | Save View | Save
Apr19200710555AM | Apri9.2007 1058AM | 1 || Miew | Save || View | Save
Apr05200?01 10PK Apr05 2007 02:12 PM 19 View | Save View | Save
Apr0420070185PM  Apr042007 02:31FM 34 View | Save | View | Save.
MarU‘I 2007 09:03 AN Marﬂ‘l 2007 09:58 AM 4 View | Save View | Save
F 007 11:02 A F 007 11:57 AW 2 View'| Sale View | Save.
Jan 16200701 24F'M Jan 1620070‘255 F'M 34 View | Save View | Save
Jaﬂ11200711296AM Jan11 2007 11:46 AM 32 View | Save View | Save

All times are Mountain time zone. (UTC -0700}
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Web Conference - Archive Management

> 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.

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

2/10/10
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Web Conference Archive Management

> To view or manage a conference recording, simply go to
http://autorecord.cfer.com/wholesale and click “"Start A Conference”

L 20 | +| & Welcome tothe Gorference .. | € Web odereter x|

WER MODERATOR

| ( START A CONFERENCE JOIN A CONFERENCE

»From the portal homepage click on "Manage Recordings”

Web Moderator _

Cunference Center

D D G

Home Total Recordings: 1 ==first 1-1 last==

| Test Recording = | Mov 26 2007 10:26:26 AM [ [ Edit

Manage Recordings

— Alltimes are Mountain time zone. (UTC -0700)

2/10/10
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Conference Management Screen

Web Moderator I

[ ConferenceCenter
Web Moderator Manage Recordings

Home Total Recordings: 1 <=first 1-1 last==

View Report Registration | Notfcation
Manage Recordings ‘ Test Recording > | Mov 26 2007 10:26:26 AM O [ Edit

Podcast Feed Settings

— All times are Mountain time zone. (UTC -0700)

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

m Listincludes m Selected archives can be
Title of each archive Named/Renamed, E-mailed,
Date and time recorded Played, Downloaded, Deleted
Registration and/or_ assigned additional
Notification Security.
Optional security passcode
Podcast
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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.

Web Moderator I
— | Gt

Web Moderator Recording Reports

Home

Total Recordings: 1 ==first 1-1 last==
View Reports
Playback
Recc'rdlnb Tltle _ plav-baCks
Report
Recordings
Test Recording Mov 26 2007 10:26 AM Mov 26 2007 10:26 AM View | Save
Manage Recordings
Podcast Feed Seftings Alltimes are Mountain time zone. (UTC -0700)
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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

HOme

View Faports
Poicast Fewd Sotiregs
Sncd Lk Fsst ok

Manage Recordings

Totsl Recoirings 4 iz 1-4  |asiss
I-r-l-ll-q = Jul 26 2007 1054 35 AM F I_I D B

| Racerding = Apr 182007 MZZ2A7 FM D -E
e ApriB2007 (23545 PM B 1 O em

| Wasdited Eing Interviaw = p:.’ n..;.,p.n.| | D D _1234 D EC.

ALY mmh e TG { Downloasd =

Email Recerding

Show Resording Link

Edit Ragistrabion

Rename Recording

Fecording Beport

| Passcods

| Edir Recarding |

Oelete Hecording

basis

2/10/10

= Show Recording link: Displays URL for recording
= Edit Registration: Allows Chairperson to change registration data on a per recording

= Edit Allows chairperson to cut out parts of recording
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Edit Recordings

Manage Recordings
ot Faardngi: 4 bl 1.4 bl
mm
Bararding = MANT SN B
by - |mmnn
[ | Mg tgam C2asaseM
T [y —I:II:-
"”m “mm_!-ﬁdh
tmpl Bamardag
Shasm Racarding Lish
LAk Regiviraties
FRiiama Bridedag
Fatarday Repart
Piuisinie
Drfatn Kt ardag

« Edit recordings

- Make single or multiple cuts

View/undo past cuts

& o - eieuz
® el - iR
& 0800 01 - DB 020

Uik Ty

2/10/10
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Podcasting

Only service that allows customers to seamlessly take

audio and web conferences and turn them into audio
podcasts with visuals

Create listener communities around causes, niche topics,
products/brands; generate targeted web site traffic

Simply:
Record
Edit
Publish



Create a Podcast

Web Moderator I
I

IR GO @™ Tynes compatible

Podcast Feed Settings

Home
iew Reports

Teren Tewi e Feed settings successfully updated. Fil I i n th e
My Podcast Page: htip:iicc callinfo.com/ficySkhma/subscribe html @ necessaw |nf0
oo | o to create a podcast

|
j feed

Title: ICAITLIN CLARK ZIGMOND'=s Feed

Author: ICAITLIN CLARK ZIGMOND

Owner Name: ICAITLIN CLARK ZIGMOND

° Once your feed is
° created you can
casres o add recordings to it

ISelec:t Category... | Select Subcategory... at a n y ti m e

Copyright: |

|
|
Owner Email: Iauturecnrd @cfer.com |
|
|

Your Website: |hﬂu:.f.fcc.ca\linfn.|,uuv.. /zubscribe.html

Keywords:

G | | @
] ‘
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Publishing a Podcast Feed

Subscribe To: CAITLIN CLARK ZIGMOND's Feed

Author: CAITLIN CLARK ZIGMOMND

*Place the feed
URL on your

Audio & Visual Podcast Feed @ website or email to
. subscribers
T Subscribe with

E! iTunes sudws '--st

For other video-capable applications, use this URL +Subscribers have

Feed URL: hitp:/icc.callinfo. comficxSkhmagirecxml

several options to

Audio-Only Podcast Feed © choose from
B iTunes suioon J pla}baﬂk

For oth lications that do not rtvideo, use this URL

Foed URL: hpco calinfo.comiokhmoiaudoml preference

Online Audio and Visual Playback @
C. *You can

Blobeni subscribe to
multiple feed
formats

K3 Add to Coogle | [l MY Yanool | [+ ] .‘-':.--'.:'.:'ur.l

Feed URL: http:ice.callinfo. comifickSkhmalweh xml
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THANK YOU!



