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A Better Voice & Data Alternative

Conferencing Services

Through this presentation you will learn
how to:

M Set up a conference call

W Use the powerful features built into Conferencing services

® Use Conferencing Global 800 numbers for international
access

B Use Conference Scheduler
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A Better Voice & Data Alternative

Conferencing is...

® On-demand audio and web
conferencing from 2 to 96
people

Instant access to anyone in the

world

No reservation required

B Communicate with...
Anyone
Anywhere
Anytime
...No reservations required

Copyright © 2006 Advanced Integrated Technologies




A Better Voice & Data Alternative

Benefits

mConferencing 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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A Better Voice & Data Alternative

Applications

B Weekly/daily meetings

B I[mpromptu meetings

M Project status updates

W Staff meetings

W Easy access to meetings while traveling
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A Better Voice & Data Alternative

Chairperson’s Subscription Information

M Users receive:

Permanent toll-free dial-in phone
number

Toll and toll-free/freephone
access number for International

SHORTCUT TO START YOUR GCONFERENCE

1.Enter your Ready-Access number
2.Enter your 7-digit access code,then [¥

3.Press [+],enter your Chairperson Passcode,then [2]
4.Press [1],then (=]

" READY-ACCESS CONFERENCE CONTROLS

11 Chairperson Participant/Chairperson
partICI pants [*] mrpDialwttna participant I:IIL l:.‘lute Iinerpe
7-diai d fohn 04 0 Lookcontorsms 1) et at
Iglt access CO e ABC Com| [#1[5] Unlock conference 1[# Count E'tii ‘:d}
o] inuall +| [#] Count participan
Chairperson passcode (users may | &5 o wosims G121 it el oo
) xx:é-:?ﬁs (91 18] Unmute all lines S5 ANGISOR300 GONINTRAICES
Change COde for Securlty & z:{«g.'i\l:ﬁﬁgesrn\aetingson.com e
Convenience) Web Moderatar JeMeating URL

M This information is required
every time you want to start a
conference
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A Better Voice & Data Alternative

B Tell the participants the date and
time

B Provide them with the
Conferencing dial-in phone
number and access code

the Chairperson passcode is
needed only by the chairperson
to begin a conference
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A Better Voice & Data Alternative

Conferencing Services

B To start a conference dial the toll-free, toll, or G800
phone number

B Enter the 7-digit access code

B Enter the Chairperson passcode

® Follow voice prompts for special options
B Begin the meeting
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A Better Voice & Data Alternative

Conferencing Services

B With Conferencing users have complete control of:
The meeting duration
How the meeting is conducted
Who can participate

B Once a user is in a conference:
They can dial out to other participants
Manage conference features via the telephone or web
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A Better Voice & Data Alternative

Conferencing Services

® All Audio conferencing features can be controlled
through:

Touch-tone commands on your phone

A Web interface
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A Better Voice & Data Alternative

Conferencing Services

B Simple touch-tone Chairperson commands include*:
* | 1] Dial out to a participant | *]||#] Count participants
Record conference 0]/ 0] Ask for operator

Lock conference * || 0| Talk to operator in
a sub-conference

Unlock conference

Mute line
Unmute line

Conference continuation
Roll call (if activated)

|| % || % || || % || % || *
(oRINooNEE NERNORENC) NRE- RN\
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Touch-Tone Commands

* || 1] Dial out to a participant

M To dial out to domestic and international participants after the conference has
begun, press|* ||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 Record conference

B To stop the recording, press(*]12], followed by [1].
M To record your conference, press |* ||2]on your touch-tone phone, followed by
1.
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A Better Voice & Data Alternative

Touch-Tone Commands
* |4 |Lock conference

* |19 |Unlock conference

MTo 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 | Mute line
* (| 7 |Un-mute line

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

noise.
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A Better Voice & Data Alternative

Touch-Tone Commands

* (| 8| Conference continuation

®Normally the conference ends automatically when you (the Chairperson)

disconnect. To let the meeting continue without you, press
before you hang up.

*

8

anytime

B This 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] Roll call (if activated)

MHear the names of who is connected to your conference with this optional
feature. To activate Roll Call, press [*||9]on your touch-tone phone.
mRoll Call can be used by all participants during the conference.
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A Better Voice & Data Alternative

Touch-Tone Commands
* || #| Count participants

M 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.

0]/ 9] Ask for Operator

M If a user needs help from a Conferencing operator at any time during

your conference, press

0]

0

to connect immediately. The operator will join

as a participant in the conference.
B Pressi*||9] to talk with the operator in a private sub conference.
Ask for operator can be used by all participants during the conference.
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A Better Voice & Data Alternative

Configure Your Own Account Options

m Change your Chairperson passcode to maintain
security

m Record participant name (on/off) —when set to “on”
you can use this feature

*

9

Do a Roll Call during a conference call

Name Announce option.

m Set conference entry/exit announcement
Tones
Silence
Name Announce
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A Better Voice & Data Alternative

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

®m 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
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A Better Voice & Data Alternative

Why Use Global “800”

m 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.

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

m24X7 customer care support available globally.
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A Better Voice & Data Alternative

How to Use Global “800”

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

m 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.

m 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).
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A Better Voice & Data Alternative

Conferencing Scheduler

mConferencing 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...

M ...and you are ready to schedule meetings that combine the capabilities of
Microsoft Outlook® with the conferencing features of Audio & Web
Conferencing.
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A Better Voice & Data Alternative

Conferencing Scheduler Features

M 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
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A Better Voice & Data Alternative

Conferencing Scheduler Features

B 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.

M E-mail 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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A Better Voice & Data Alternative

Conference Set-up Screen

Conference Set

up screen:

File Edit Yew Favorites | Tools Actions Hel
m  Whenthe J = = = =1 ==
installation of the J ‘ Mew « Global Crassing F Ready-AccessE Setup Pﬂeply £ Reply to

plug-in is complete, . :
re-open Microsoft Outbox ot of Office Assiskant, .

Empky "Deleted Items" Folder
Outlook® Sl J Empty | Subject

u Go to Tools on the = @' Outlook Taday - [Mailk Services. ..
toolbar and choose 3 Calendar Sl
Conferencing i Contacts i
Setup -3 Deleted Items

opkions. ..

=
=
[ul]
-
'
[Py}
Lo

4T3 Sent Ttems
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A Better Voice & Data Alternative

Conference Set-up Screen

i, Ready-Access® Invitation Setup =100 =l
‘ — Heady-Access:

*Ready-dccess phone number: |ggg5555555 Access number pe: ||_|5 vl
Optional additional access I Aocess humber pe; I -,I

phone number:
| 5555555

*F-digit access code;

=Quick Setup allows you
to get started right away R S s e v
by using the preset Poonwpamoodss [

I ViewlnadditimalHEE":II'I-'%CESS phvr [v Display in invitation
feature settings ... mobes
Audio conference invikation content: View/Edit
S el | e |

— Heady-Access Web Meeling:

=You can also customize A e
your feature settings for e e o |
future meetin g ¥ Autologin from Outiook toolbar
invitations - Ready-Access Invitation Footer:

Customer Care numbers: ¥ Display in invitation

Conference invitation footer content; Wigw/E dit |

[+ ¥ersion Update Motification

Ok, | Cancel | Apply
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Create a Meeting Request

Create a meeting
request:

M Three ways to select
“Conferencing Meeting
Request”

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

B Any of the auto-
populated text can be
edited

= Dutbox - Microsoft Dutlook

File Edit Wwiew Favorites Tools Ackions Help

h Folder..

Ztr|+5hift+E

|—|-—-—

wlv Global Crossing Ready-AccessE «

= | F * | ¢ Reply $59Reply to

R F'E||:|" -AccessE Meeting Request F

El Appointrent CErl+-Shift+4

ot
L

Readw-AccessE Audio
Ready-AccessE Web Meeting
Ready-Access® Audio/t'eb

Subjer

ﬁ__’:&- _onEacks
-3l Deleted Items

ﬁl Drrafts

=

& Dutbox - Microsoft Dutlook

JEiIe Edit View Fawvorites Tools Actions Help

J Mew *l Global Crossing Ready-AccessE - | &h | 8 = | 9 Beply €RQRenly to All G Forward

Ready-AccessiE Meeting Request L4
Start Ready-AccessE Web Meeting

Folder Lisk X

L0

= @ Cutlook Today - [Mailbox - Hendrickson,

-3 Calendar
ﬁi‘. Conkacts
@ Deleted Items
ik Drafts

@ Inbox

ﬁ Journal

lﬁ‘ Mokes
@ kb

Sent Ikems
gty Tasks

Ready-AccessE Audio
Ready-AccessE Web Meeting
Ready-AccessE Audiofweb
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A Better Voice & Data Alternative

Meeting Invitation

I BE Untitled - Meeting
i J Send |§ 1] | 2. = | 3% Recurrence. .. @(Cancel Irevikation. . . | ek | > | @ v|

L J File | Edit Wiew Insert Format Tools Actions Help |

Appointrment I Attendee Availability I

Adjacent to another appointment on yvour Calendar,

Ta... | |

Subiject: I

‘& Invitations have not been sent for this meeting., |

Location: |Ready—nccess phone number: 8007471915; 7-digit access code: 9370458

Start time: Fri 1/23)2004 | |1:30PM «| I all day event
L ¥

End time: |Fri 172372004 x| [z:o0pm =]

e 3
£ ¥ Reminder: [1S minutes =] @] showtime as: [rusy -]

Ready-Access® YWeb Mesting PARTICIPANT LOGIN INFORMATICN =]
You have been invited to join a WWeb Conference

Click here to automatically login: https:Afwew callinfo. comdpalomarfapplet. 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: httpoiAeeeew. callinfo. comstest. bitiml

;I I This is an online meeting using: IMichsoFt MNetMeeting ;I

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

Enter Ready-Access® Phone number: 8007471915

Enter 7-digit access code: 93704558

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:/fwewaw. custocare. com

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

[
[ Conkacts... | I Caktegories. .. II Private i

E@Startllj g o

J KLl Deleted Items...| B P Outsourc,,, | Bed FW: Your rea... | Images 2.doc I Celuntitled - Mee..."EUntitled - M. |?%5<ﬁ%@% 1:10PM
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