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Introduction

What is Resewationless Conferencing?

Reservationless Conferencing is an integratedjeamand meeting tool that allows you to
conduct convenient and cesffective meetings using the web and audio features you
need most. Reservationless Conferencing is ideal foagemnent meetings, project
updates, brainstorming sessions and staff meetings.

You can use Reservationless Conferencing in a number of ways:

1.

Conduct audianly meetings, using the Meeting (*) controls on your telephone
keypad to control audio functions.

Conductaudimnl y meetings, using the web to view
lines, as well as via thideeting ¢) controls on your telephone keypad.
Conduct audio and web presentation meetings, using the web to present a PowerPoint

presentationmd t o view and contr ol participants?®o
theMeeting ) controls on your telephone keypad to control audio features.

Conduct wekonly meetings to share a PowerPoint presentation without using the
Reservationless Conferang audio features.

Reservationless Conferencing includes:

All the latest Reservationless Conferencing audio features.

Audio control via Meeting Controls (*) on your telephone keypad.

Webbased audi o contr-mltsed nan d dimeddntois.d wa !l fiwn
Web presentation application.

Personal web presentation librargtore unlimited presentations.

A dedicated dialn number, passcode and wigik for every meeting you conduct.

Availability 24/7. No advance scheduling required.

Operator asistance at any time by pressing *O.
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Setting Up an Account

Signing up for a new account is simple. Although the form walks you through it, here is
some additional information.

1. Fill in your basic personal informatianName, phone and email.

2. Choase payment by credit or invoicing option.
We need a credit card for security and account validation. It will notllled i
you selecmynloempsaaeaybiol |

3. Select that you have read the Terms & Conditions.

4. Then, select Proceed to Checkout butiad provide credit card information.

To Use Web Conferencing, Pleadeog In to Your Online Account

I f you candt r eme mb er assignad whenyoesigned,goone or pass
can enter your email address and the system will send you the migsimgation.

After you | ogin, go to AManage Web Conferenc
page.
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Roles in Reservationless Conferencing

In this user guide we refer to thost, Participant andSpeaker.
These roles are defined as follows:

Role Descriptions & Responsibilities
This is the person responsible for coordinating and running the
conference. The Host is responsible for:

e Scheduling the conference.

e Inviting people to the conference.

e Starting the conference using the Host uniquecaud

passcode and Host Login for the web component.

e Determining the Speaker(s).

e Activating any conference features.

e Closing the conference.

Host

This is the person who delivers the conference contents and can bg
Speaker Host or the Participant. The Spealsresponsible for:
e Presenting conference contents.

The Participant is anyone attending the conference to listen |
Participant | content, who is not acting as the Host or a Speaker. The Particig
responsible for:
e Joining the conference usingetParticipant passcodes and
web link.
e Verbally interacting when appropriate.

Pages
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Using Reservationless Conferencing Audio Features
Accessing Your Audio Conference

When yousign upfor our service, youReservationless Conferencing confirmatvaiti
includeboth a Direct Dial In and Toll Free number.

To run a conference:

1. Distribute the Participant passcode and the appropriat@ adiaimbers to invited
Participants.

2. Call your local diain number and enter your unique Host passcode.

3. Bain the conference.

Conference Audio Features

Phone Meeting Controls Summary

The table below summarizes all the meeting controls for your audio conference. These
are used by pressing the * key on your telephone keypad, followed by the appropriate
number.

e The onedigit controls can be used by all attendéétost and Participants.
e The twadigit controls can be used only by the Host.

Pager
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Conference assistance

*0 Operator assistance

*1 Help menu

*2 Enhanced Services Help Menu

*3 Conference ConfiguratioHelp Menu

Volume

*4 |ncrease conference volume
*5 Increase your voice volume
*7 Decrease conference volume
*8 Decrease your voice volume

Mute
* 6 Mu t-rau tog 0 Awaour |
*96 Mute all participant lines
*97 -MmwWtnheo al l parti
Conference Introduction
*32 Activate conference introduction
1 Record a conference introduction
2 Delete a conference introduction
3 Listen to your conference introductio
* Return to the conference

Note: *Twadigit controls can only be use
by the Host

Security

*31 Enable/disable conference security coo
*91 Hear a participant count

*92 Hear a roll call

*93 Disconnect all lines

*94 Lock or unlock conference

*95 Host Dial Out

Subconferences

*21 Activate subconferencing

#1-9 Join a subcoefence

## Return to the main conference

#0 Host returns all attendees to the
main conference

Reservationless Record for playback

*22 Record your conference
An email will be sent to you following
your conference call ith instructions to
access your playback.

Conference Assistance

Should you require assistance at any time during your conference, you can use the

following controls:

*0 To connect either you (the Host) or any of the Participards to
SaveOnConferences.com Operator.

To listen to a detailed and concise Help Menu that will list the phone key

Enhanced Services Help menu for enhanced Host Features *21 and *22.

*1

combination you need to access conference features.
*2

This control can onlpe used by the Host.
*3

Conference Configuration Help menu for enhanced Host Feature *31. This
control can only be used by the Host.
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General Features

These are features that are available to all Hosts as well as Participants. When accessed,
these featuiehelp individual callers control their audio output/input into a conference.

*6 To mute your line. Press *6 again to-onute.
*4 To increase your conference volume.
*7 To decrease your conference volume.
*5 To increase your individual voice volume.
*8 To decrease your individual voice volume.

Host Features

These give a Host ultimate control of the audio conference environment. These features
aid the Host in managing and running a call efficiently.

*91 To hear Participant couintincludes the uamber of speakers and active
Participants on the call.

*92 To hear a roll call of Participants. This is only available when Participant
name is captured upon entry into the conference.

*93 To terminate all Participant lines.

*94 To lock a conference. Ontéecked, this will prevent any other callers from

joining the caller by using the Participant passcode. Press *94 again to
unlock the conference.

*95 To Dial out to a single or multiple domestic participants without providing
the passcode

*96 To mute all Rrticipant lines. (Note: Participant can-omute their
individual lines by pressing *6).

*q7 To untmute all Participant lines.

Enhanced Host Features

These are new features introduced by SaveOnConferences.com to help you further
customize your conferengeeferences:

*21 To access subconferencing

*22 To record a conference for replay (charges apply)
*31 To activate a conference security code

*32 To activate conference introduction
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These features are covered in detail below:

Subconferencing (*21)

Thisfeature will allow a Host to host up to 9 additional subconferences/breakout rooms
within the main conference. Once a subconference has been initiated, Participants/Hosts
may actively move from one conference to another as necessary. At the end of the
corference, the Host will then have the ability to pull everyone back into the main
conference and terminate the subconferencing feature.

How to use subconferencing:

Activate Subconferencing(Hosts)

1. When ready, pres21 to activate subconferencing.

2. Let yourParticipants know which room(s) they need to join.

3. Presgt and the subconference room numkte®) to enter yourself into a
subconference.

Enter a Room (Participants)

1. The Host will instruct all Participants on their assigned room, and press *21 to
activae subconferencing.

2. Participants will then heaSubconferencing is now activated. Press pound (#),
followed by a number from 1 through 9, to enter a room. Press pound pound (# #) to
rejoin the main conference. The Host can terminate subconferencimgdsyng
pound zero (#0)

3. Presgt and the subconference room numte®) to enter yourself into a
subconference.

Return to Main Conference(Hosts and Participants)

1. Press# # Participants and Hosts of a subconference can return to the main
conference by messing## at any time.

2. Press#0.Hosts can deactivate the subconferencing feature and return all the
Participants back to the main conference by pres#ing

Things to Remember:

e Pressing *96 from the main conference will mute all lines in both the main
conference and the subconference. However Participants in treostdrence will
not hear the mutall announcement. It is therefore recommended that you bring
participants back into the main conference before pressing *96.

Reservationless Record for Reply (*22)

With this feature the Host can start, stop, pause, erase & restart a recording at any time
during a conference.

The Host will then automatically be sent amail with diatin numbers and passcodes to
replay the conference when it becomes abddl. Playbacks become available 30 to 60
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minutes after the end of the conference, and are active for up to 30 days, at which time
they are deleted automatically.

How to Use Reservationless Record:

1. Press *22, and you will hear the following prompt:Crderence recording has
started. Just a reminder tAitdhaditimes conf er enc
Participants will alsoheaibk Just a remi nder today'.s confer .

2. To pause or start a new recording, you press *22 again. You wilbthgiven two
options: "Press 1 to pause the recording. Press 2 to erase and restart recarding”
Pressing 2 will automatically erase the previously recorded audio, and start a new
recording.

3. If you elected to pause an earlier recording, you havehiliydo un-pause that
recording or start a new recording using *22 again. Once *22 is pressed, the Host
will be given two options:"Press 1 to append to the paused recording. Press 2 to
erase and restart recording"Pressing 1 will automatically yrause the previous
recording and continue recording from where the recording was paused. Pressing 2
will automatically erase the previously recorded audio, and start again.

4. To stop the recording at the end of the conference, pause it by pressing *22 and
Please note that, if the Host hangs up or is disconnected, the recording will otherwise
continue for as long as the conference is active.

How to Use Playback:
1. The Host automatically receives amail containing replay information.

2. The replay confimation email provides replay digh numbers and a replay passcode
which are used to access the playback.

Things to Remember:

e Once the *22 Host feature has been activated, if the Hostugngsis disconnected
the recording will continue. If the HoBten dials back into the conference using
his/her Host passcode it will not interrupt the recording. A recording is
stopped/paused when the Host presses *22 again and chooses option 1 (pause the
recording).

e To end a conference and a recording and teg¢a a replay, all Participants and the
Host must disconnect from the conference (*93 is recommended to disconnect all
lines to facilitate the end of the conference).

e Only one recording can be made per conference. For multiple recordings the Host(s)
andall Participants must first disconnect from the conference.

e When used in conjunction with subconferencing, the reservationless record service
will only record the audio from the main conference.

e When used in conjunction with the reservationless webecen€ing, reservationless
record will only record the audio portion of the conference.
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Conference Security Codg*31)

This feature adds another level of security ag@ionto any conference. Once enabled,
this feature will ask a Host to enter a confexe specific security code at the beginning of
each conference that must then be entered by all Participants to access the conference.
The Host can choose to use (or not use) this feature on each conference.

- The conference security code provides a higblle¥’security; only the Host
knows the code.

- The Host control (*31) allows the Host to toggle this feature On or Off at the
Host 6s convenience.

To activate conference security code
1. The Host must join the conference using the Host passcode.
2. Press *31 tactivate the conference security code.

3. The Host will hear the following promptThe conference security code option is now
enabled. Please enter the conference security code followed by the pound key (#). Or
press (*) to start the conference withoutale'.

4. The conference sesceutroi tayn dc oidse diest enronti niiepdr eb y
Host enters a conf er e#ioce as epcruormptty wciode raenpde
and ask the Hosltf'this is correct, press * to join your conference or entees
conference security code followed by the pound key@) Pr essing (*) wi l
the code and place the Host into the conference. The code may conslsét of 1
numbers.

5. All Participants will be placed on hold until the Host enters the confereheg.will
then enter the same conference security code as the Host, or will automatically enter
the conference if the Host has pressed (*) and elected not to select a conference
security code.

6. To deactivate this feature, preé§d again.
7. To set another sadty code, pres$31 to re-activate.

Things to remember

o If the Host intends to use this feature he/she will need to notify all Participants of the
conference security code prior to the start of the conference.
SaveOnConferences.com support will bahle to provide this information to
Participants.

e Once *31 has been activated, every time the Host hosts a Reservationless
Conferencing call he/she will be prompted to enter a security code for the conference,
or press * to immediately enter the conference

o For the first time use, it is suggested the Host dial in early to his/her conference to
activate the *31 conference security code.
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Only Participants with the conference security code will be able to enter the
conference.

The Host can elect to turn thisdture off at any time by pressing *31. If turned off
during a conference, any new Participants will not be prompted for the security code
and will automatically enter the conference.

Conference Introduction (*32)

Hosts are able to record an introductto their conference by using the *32 control. This
introduction is unique to a set of passcodes and will be plagkedethe Participant is
allowed to enter the conference lafter all other feature prompts. The Host may re
record or disable this intdniction at any time.

Benefits

A Host can quickly record a conference introduction, and enable it without additional
support.

This custom feature is available to any SaveOnConferences.com Host.

For Hosts with multiple conferences and passcodes, aatiffentroduction can be
recorded for each conference.

How to Use Conference Introduction

1.

To activate this feature, you enter the conference using the Host passcode and press

*32 . You will then hear the following promp®ress 1 to record your conferesm

introduction, press 2 to delete your introduction, press 3 to listen to your
introduction, or press * to return to the

To record the introduction, you press 1, and hear the followiirig] ease wai t f or
tone, then say your introductiann d pr es s t h.éfteppoeasmgithe( #) key o
pound key, the recording will be played back to you for verification. The bridge will
them ask you to press 1 tonecord the introduction or * to return to the conference.

The conference introduction Wwthen be enabled for this conference and for all future
calls until the introduction is either-recorded or disabled by the Host.

Things to Remember:

The maximum length of the conference introduction is 2 minutes.

Only one introduction is allowed omeh conference. For different introductions, the
Host must either create multiple conferences or record a new introduction for each
call.

For first time users, SaveOnConferences.com recommends the Host enter the
conference 15 minutes prior to the starthaf conference to record their introduction.
Participants already in the conference before this feature is enabled will not hear the
introduction.
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Audio Service Features

A number of the Reservationless Conferencing service features are customizet to clie
preference. These particular features are set for the entirety of the service but can be
changed:

e By calling Customer Support.
+ Viathe SaveOnConferences.com website.

Please note that changes can only be effected before your conference, when a jgasscode
not in use.

Feature Feature Feature Description
Section Options
Entry Play Tone on | Single tone played for each line that enters the
Options Entry* conference.
Announce Each Participantos name

Name on Entry| When placed ionference they are announced with
AENnt er i ng pGuorntfiecniapmengtod(s
Silent Entry Participants enter silently. The Host is not notified.

Exit Play Tone on | Double tone played for each line that exits the
Options Exit* conference.
Announce Each Participants name is recorded as they dial in. W

Name on Exit | disconnecting from the conference it is announced w
ALeaving Qanmfte rcreapma)tdd s

Silent Exit Participant exits silently. The Host is not notified.
Host PO Overide The Host may enter a numeric billing code for that ca
Features which is then displayed on the invoice for tracking
purposes.

Music on Hold | Participants are placed on hold with music until the H
enters. Hosts have the option to have a roll call
automattally played to them or not.

Record Name | Everyone is asked for their name as they enter the

for Roll Call conference. This is for security and provides roll call
capability.
Conference| Listen-Only An additional passcode is generatedParticipants that
Options Passcode to be placed in a permanent muted status throughout

conference. This must be selected at the time of set

*These are the default settings.
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Audio Security Features

SaveOnConferences.com offers users the fletyloli applying highlevel security to
individual conference calls through several optional call features:

e Announce Participantodés name.

e Lock/unlock conference.

e Disconnect Participantodés | ine.
e On-hold music until the Host joins.

o Validate Host using Client ID
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Conference Call Registration Page
Step 1: Conference Information

After logging in and selecting MANAGE WEB CONFERENCING@n the left meny)
your conference information, includingpst Nane, Telephone numbers, Host andeGt
Passcode an@uestLink, will populate the site.

|@ SaveOnConferencing - Services - Microsoft Internet Explorer u[i]ﬂ
File Edit Wiew Favorites Tools  Help |'f'

@Back M > | \ﬂ lg _;\I /-\’Search ‘::1‘\'/ Favorites ‘) - a’; _J g ﬁ ‘f‘

Address |&] httpsjjdata.saveonconferences.comjsac_services. asp v B0 ks »
Google |Gl [v|eo 0@ @ B ~ | €3 Bookmarksy &67blocked | P check + . [ Send tow (@ settingsw
~
R - For More Information:
Conference Call Registration 800-223-9032

1. Conference Information:

Host Name:

Billing Reference 1:
Billing Reference 2:
Tel:

Tel:

Host Passcode:
Guest Passcode:
Guest Link:

2. Manage Presentations:

Add Presentation:

Presentations Available: D EZ Chem Wehinar D

3. Invite Guests:

vl

@Done C’B [% D Internet
'y Sta 7 Inkernet ... | éMlcrosaft Off... " |§|2 Microsaft. . v" @ Agent Consa,, " @2 Microsoft ... || Tvpe to search |G| @J@g@@; 11:02 AM

=

Manage Web Conferencing

From here, you will be able to:

Upload new presentation for a meeting

View a presentation that has already been uploaded
Delete a presentation

Send invites

Start meeting

PO T®

Step 2:Upload Presentatians

1. Go toManagePresentatiors
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2. Click theBROWSEDbutton to gahroughyour files andocate the presentation to

be uploadedwWhen you find the file, hOPEN (The library will store as any
presentations as you load.)

3. Now Click UPLOAD. The presentatioyou selected is added to the queue

4. The system will confirm that the presentation has been uploaded.

5. ClickonDONE | f

6. You will receive an email telling you that your presentation has been converted

you donot

and is ready for your conference

Presentation Library

One of the greatest featuresS#veOiConferencing is the presentation library each Host

want

t

o

upl oad

can create. Hosts are able to upload as many presentations as they want. These
presentations are stored ititaary that can then be accessed from any live web session.
Presentations are stored until the Host deletes them.

To View or Delete a Presentation

any

Please remember that any presentation uploaded to the Presentation server will remain
there until it isdeleted by yoti the Host.

1.

From theConference Call Registration pagm to PresentationsvAilable section
You may use the arrows to strthrough the presentations in the libraayd view or

delete the files in the |

ibrary.

This will show all tlefiles stored in your library.

If you wish to delete a presentation, click REMOVE.

Microsoft Internet Explorer

“‘-?r/t fire you sure vou wark ta delete|  [file namel

]

T

[ ok

H Cancel ]

You are prompted by the system to verify the delete

Click OK to delete

The Presentation will appear crossed out with a line, then it will disappear from the

presentaon list.

. OR Click CANCEL to end operation without deleting the presentation

Pagel7
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Step 3: Invite Guests

From theConference Call Registration Pageu can send an email invitation to your
participants to attend the Web portion of your Reservationless @ocfeg meeting.

1.

2.

Scroll tolnvite Guests

Type the email address(es) of your attendees separating each address with a
comma.Tip: Email the invitationto yourself then use your Outlook Address
book to brward invite to your attendees (has the added harigdlacing it in

their calendars too.)

Presentation From the drop down menu, select the Presentation slide set specific
for that meetingFirst slide appears on meeting invite.

Subject Line: Reservationless Conferencing Meeting Invitation is te&Dit but
you can change it to suit your meeting.

Comments: This will appear at the Top of Emafou might choose to type the
time and date of conference, any agenda items etc.

Click onSend Invitation [to the right of the email fieldjo invite guestsusing
automaticallygenerated emails

The system will verify that the invitation has been emailed to your participant.

Your participants will receive an email invitation that will include Audio details
as well as the conference URL link to join the Vyeltion
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|@ SaveOnConferencing - Services - Microsoft Internet Explorer u[i]
File Edit Wiew Favorites Tools Help ;','
= : A % oy " R a6
QBack ? ] \ﬂ Iil-' (0 | / Search ;-,\( Favorites {_“! = U ii ‘;‘
Address @j https:ffdata.saveonconferences, comfsoc_services, asp L ' G0 Links
Google v saveonconferences col v | 6o v 5 D B~ OF bockmarks= Ehevblocked | P check + o - |ob Sendtaw 0 2 () settings =
Host Passcode: ~
Guest Passcode:
Guest Link:

2. Manage Presentations:

Add Presentation:

Presentations Available: D

View Remove

3. Invite Guests:

Email Addresses of Guest{s): Separate emails by commas Send Invitation

EZ Chem Wehinar

Hi

Presentation: - Gelecta Pregentation - :V
Subject: SaveonConierences.com meeting invitation
Comments:

4. Start Conference:

Start Conference

e

@']Dune % é # Internet
m 77 Inketnet .., = 2 Microsoft...  ~ I_—I Microsoft... = || @& Agent Conso. .. B Documents - ... Type to search |Gf= @ =] @J@aﬁ 11:33 &M
Inviting participants to your web conference.

Starting Your Web Meeting

Host Access

Please note that only the Host will be able to initiate the web portion of the meeting. In
addition, Reservationless Conferencing will only allow one ldastny one web
conference.

Start Conferenc

N =

Select theSTART CONFERENCE link.

The system will check your browser to make sure you have the minimum system
requirements to run the Reservationless Conferencing web meeting. Please see
Appendix A for minimum system reqeiments.

If your PC does not have Ja¥dl.3.1_0la or newer, the system will ask you to
download it. Please see Appendix A for Java installation instructions.

Once your PC has the minimum system requirements to run a web meeting, The
Reservationless Confareing meeting screen appears.
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5. You are now ready to conduct your meeting. Please see the désiign
Reservationless Conferencing Web Feattfoesletails on the Reservationless
Conferencing web meeting controls.

Participant Access

Your Participants magccess your meeting by clicking on the web link provided
automatically by your meeting invitation. The Participant will then be asked to enter their
name, email address and own phone number for identification purposes.
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Using Reservationless Conferencing Web Features

To setup and start your audio and web meeting, please see the previous Statitomg
and Managing Your Reservationless Conferencing Meetings

The Reservationless Conferencing Console

Attendee View and Controls

During the web meatg, your attendees will only see the current slide that you are
presenting. In addition, if you are using Reservationless Conferencing audio with your
web meeting, then the dial numbers and passcode for the meeting will also be
displayed at the bottowf the console.

Attendees may also interact with the Host using the Chat and Raise Hand buttons.
Chat

When the participant clicks on the Chat button this will open a chat dialogue screen.
To chat, the Participant fills in the box on the lower pathefchat screen and clicks
Send Status messages tell the Participant if the Host is typing or if they have left the
Chat session.

Raise Hand

When the Participant wants to ask a question during a presentation, they can click on the
Raise Hand button talert the presenter without interrupting the flow of the presentation.

Overview of Host Console and Controls

The Host sees the full view of the Reservationless Conferencing web console and is able
to control both the audio and web conference using tmsae.
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Audio Line Controls/ Participants Tab

The default console view shows theRTICIPANTS tab. Here the Host can view and

interact with all the meeting Participants and control the audio portion of the meeting.

The Host can:

View all Participants connected via audio and/or web.
Adjust a Participantés audi
Mute or unmute a Participant.

o by

Disconnect any participant from both the web and audio portions of the
meeting (but not just fronhé audio portion or just from the web portion).

Merge audio and web lines to better identify the participants.
Chat 1 on 1 with a selected Participant.

Lower a Participantdéds hand
guestion.

Please seethetabldbew f or a description of

after

t he

IEWE

The screen will have differeblors

are on the same slide.

-TheRedcoloreds cr een i ndicates
is in the process of uploading the slitiat the Host has
switched to.

When the computer icon appears next to an attendee name
means that they have joined the web portion of the meeting

-TheGreencoloreds cr een means t hat
i's synchroni zed we Hdst&tParteipahts

t h

into the audio portion of the meeting.

The Phone icon indicates that a Participant or Host has dial

A White phonei con means that the

Page22
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Qt;. but the Participant is not speaking at thisment.
b The Green phoneicon indicates that the line is speaking.

=
" TheRed Phonewith black circle indicates that the line has be
_ muted. ARed Phonewith no black circle indicates that the
i@ Participant is using a listeonly passcode.

This icon albws a Host to disconnect both the audio & web
portions of the meeting for a particular Participant.

This icon allows the Host to mute an individual line.

This icon represents the volume controls for a particular ling
The Host can increase decrease individual caller volumes.

audio lines so that they are viewed together on the screen.
on the 2 lines to be merged and then cliciviarge.

This icon will allow tre Hosttourme r ge a Par t
audio lines, so that the screen shows 2 separate lines per
Participant.

This icon enables the Host to chat 1 to 1 with a selected
Participant.

; This icon enabl es the Hotley
' have raised their hand to ask a question.

o

K V)

m This icon will allow the Hg
=)

0

The Host has access to a moving toolday clicking on one of the Participant lines, the
toolbar will appear on the line.

(G B pum 0 OB S 006 ®
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To Adjust Volume

1. Click on the line for the relevant Participant.

2. Click onthe upward pointing arron_ in the volume section to raise that
Participantodés voice vol ume.
3. The maximum volume level that can be reached is +5.

Maximun voice level reached: +5

4. Click on the downward pointing arro@' in the volume section to decrease that
Participantds voice vol ume.
5. The minimum volume level that can be reachedis

Minimum voice level reached: -5

To Mute/Un-mute a Participant

To mute a particular Participantoés audio | in
1. Click on the Participantdés | ine:

LS Laomtmen 00 ® @ 00

L

2. Click on theMute ﬁt icon.

3. The white phone icon will change to a red phone witkaak line through it:

E@Eduhnﬁtizen @ 0 @ @ @ 'l.;,-' @ &

4. The Participant wil/ hear a fiMute ono pro
5. Click on the Mumwet @ otnh e gRa mt it i giaamt . Pl e
Participant can also press *6 on their phone keypad to open their own line again.
You wil | eheoafrf ca pirMumpt .
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To Disconnect a Caller

1. From the Toolbar, click on thaisconnectﬁ icon.

& 6 pram 0'V® S 0 0

| S ! Dialin Participant 3 | Disconnect Paticipant |
2. The following prompt appears:

Disconnect caller "Dial in Participant 27

Yes Ho Cancel

3. Click Yesto disconnect both audio & web for this particular Participant.
4. Click No or Cancelif you do not wish to disconnect.

To Merge Lines on the Console

When a Participant joins the web portion of the meeting, a line is inserted into the

console to show that a web connection has been established. From here, the Host can see
the name of the Participant. Each Participant isirequo enter their name anehsail

address on joining the web conference.

BT oo IR

When a Participant joins the audio portion of the meeting, a line is also inserted to show
that an audio connection has been established.

{ O, | Dialin Participant2 | |

In order to identify the audio Ra&ipant, you will need to ask them to speak and identify
themselves. As they speak the white phone will become green:

43" | John Citizen @ 0 @ @ @E ) %) &|

| Merae Audio & Web Participal

You are then able to merge the audio line with the correct participant web line:

1. Click on the correct audio line.

2. Click on theMerge @ icon.
TheMerge page appears listing all participants who have joined the web meeting.

Page25



User Guide Reservationless Conferencing

f - x|

To merge audio padicipant"Dial in Pardicipant 1" with
aweh paricipant, please select from the following
list and click Merge.

-El Moha Nahlous @ Merge -

4|

3. Click on the correct person.
4. Click onMerge.
5. The audio line will be merged with the web.

@%Juhncnizen @ n@ () 1010

To Un-Merge Lines on the Console
1. Click on the line wheregqu wish to separate audio & web.

2. Click onUn-Merge.
3. The system will confirm that this is the correct line to bemerged.

E < | John Citizen @ 0 @ () e RNLEN<

uUnne
Icon
4. Ifitis the correct line, click oives
5. The audio and web for that Participant will now appear separately
B! | sommctizn 00® 0. 00! |
4, EUn—Merged Participant |
6. Toidentfyhe audi o | ine, you are able-to type
Merged Participahitokifngeg-Mam bghiel Balbbh eci pant
word.

Igl John Citizen
%, | Jane Sullivan @D@Qag‘@&
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To Chat with Participants

Host
1. Click on the line of the Participant you would like to chat with:

B3 prum 00 ®» 2 00U

" {Dial in Paticipant 3 [Chatwith Participant]

2. Click on the Chat icor:

3. This wi |l the Hostdéds Chat box:

P

is* CHAT SESSION WITH
% | NICOLAHOPKINS

Mezsages

5 A Chat box opens on the Participantds con
Once the Participant has repliedi@ification appears at the top of your console.

6. The Host clicks in the notification to open the chat box and reply. The chat box
opens within 30 seconds of the notification appearing.
To Lower a Participantdés Hand
Participants are able to raise their handrdpa web meeting. This is a tool used to

indicate that they either have a question or they require assistance. To raise their hand,
Participants click on the Raise Hand Icon on their console.
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Once an attendee has raised their hand, a gray notifieafop e ar s at t he top o
console:

And a hand appears next to t h ¢ Philip cipant 6s
To | ower the Participantos hand once the que
1. Click on the Participantos | ine:

™ Phitiip @D@QQQ@&
2. Click on the Laver Hand icor:E

Sharing a Presentation in a Live Meeting

The Host now has the option of either share a presentation from their on-line
library, these presentation are uploaded and stored in your library prior to start of
a web session.

To share a presentation from your library:

From the meeting console, click on the presentation drop-down menu and select
the presentation you wish to share.

Meeting Info Tab

The Meeting Info tab provides the Host and Participants with the conference details.
These inalde the diain access numbers, Host & Participant Passcodes and the URL link
for the web meeting.

Notes Tab
Any PowerPoint slide notes for the current slide are displayed undeotiss tab.

Invite Tab

If a Host wishes to add a new attendee to derence call that is already in progress they
would click on theNvITE tab.
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To: L\}

Subject: Please join Anthony Haliday immediately for a meeting
Message:

[ ] Do Not Include Audio Information In Invitation £ SEND N

To send an invitation:

1. IntheTof i el d, type the Participantdos email a
2. Subjectf i el d. The default subject for this f
immediately foraneet i ngo. However you can change

3. Messagdield. Here you can type an agenda or any other information. This text
will appear at the top of the email invitation.

4. Check[_] Do Not Include Audio Information in Invitatio n, if you do not wish
the Audio conference details to be included in the email invitation.

5. Click SENDto send the invitation.

End Session Tab

This is the tab which enables the Host to terminate any or all portions of the meeting.
End Sessiommust be usetb properly terminate the meeting.

To end a session:

1. Click onEnd SessionThe following page appears:
AN x|

Please select which portion of your meeting to end.

@@ @G @@ @

Click onAUDIO to terminate the audio portion of the meeting.
Click onWEB to terminate the web meeting.

Click onBOTH to terminate the entire migeg.

Click onCANCEL if you change your mind.

abrown
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Support Tab

The Support tab shows technical and operator support contact details.

Reservationless Conferencing Web Security

All communication via the Reservationless Conferencing web console, including
presentation upload and download, is encrypted usingitZBSL 3.0, RC4 encryption.

In addition, Host controls are certified with a signed certificate of authority from
Verisign. Your uploaded presentations are held on web servers behind a fireweahand
only be viewed or presented by an authenticated meeting Host.

Meeting Participants must provide a valid meeting number and password to access the
meeting and must also provide their name, email address and contact phone number. All
Participants orither the web or audio component of the meeting are displayed in the
host web console and may be individually disconnected at any time. In addition
Participantsnay not view any meeting content until the Host has begun the meeting.
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Appendix AT Optimizing Your PC for Reservationless
Conferencing

Host System Requirements

Internet Explorer 5.5 or higher.

Microsoft Windows 98, ME, NT, XP or 2000.

Macromedia Flash version 5.0 or higher.

233 MHz processor.

32MB RAM.

56K minimum Internet connection.

High-speed Internet connection recommended.

Sun JavaE version 1.3.1 01l1la or

Participant System Requirements

Microsoft Windows 98, ME, NT, 2000, XP or 2003.
Supported Browsers:
o Internet Explorer 5.5 or higher.
0 Mozilla FireFox 0.8 or higher.
o Mozilla 1.7or higher.
0 Netscape 7 or higher.
Macromedia Flash version 5.0 or higher.
233 MHz processor.
56K minimum Internet connection.
High speed Internet connection recommended.

Tips for Using Reservationless Conferencing

Make sur e t hatupblacke shoa vaec tniov efi.p o p
Shut down all unnecessary applications that are running on your computer before

you start your meeting.

Use the highest speed Internet connection available.

Re me mb er EhdcSessidoi ctko ft er mi nat e al
web pations of your meeting.

newer .

connect.
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Installing Java on Your PC
If you do not have Java 1.3.1_0la or newer, please follow the instructions below.

Prior to installing Java on your computer, please be sure you have the following:
1. Permission from your IT or detp support group. They will be able to tell you if
this is an acceptable download.
2. Correct permissions on your computer. This installation requires administrative
rights to your computer. If you do not have administrative rights or are unsure if
you do, pease contact your IT or desktop support group.

How to Install Java 1.3.1_01la or newer
1. Follow this link or copy to an open browser window:
http://www.java.com/en/download/windows_aui@im.jsp

Free Download ¢«

Start Download Learn »
Please wait a moment while we download
Java software onto your machine.

Explore »

Windows Automated Downloads [E]EAssh-4
TR
English
Francais

) Deutsch
If the Java software has not begun downloading Italiano

automatically, you may wart to perform a manual download. O3
E=0
Espafiol
Svenska

checking configuration...

- Manual Download

System Requirements

& Windoves 93 (st and 2nd edition) or
» Mindovys ME ar

» Windowes MT (service pack Ga) or

» Windowes 2000 (=ervice pack 3) or

A firedes WO Hewma e

2. After a few seconds, a dialog box will prompt you to install and run the Java
Plugin. After receiving authorization from your IT department, please click on
Yes
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Security Warning

Do you want to install and run “Java Plug-in 1.4.2 04°
signed on 2/24/2004 3:24 AM and distributed by:

Sun Microspstems, lnc.

Publizher authenticity verified by VeriSign Class 3 Code
Signing 2001 CA

Caution: Sun Microsystems, Inc. asserts that this content iz
safe. You should only installAview this content if pou trust
Sun Micrasystems, Inc. to make that azsertion

[ shways tust content from Sun Microspstems, Inc.

[ Yes ] I Mo l [ Mare Info

3. The Java Installer commences to download.

Java(TM) Installer.

Java[TH] Technology

Sun Microsystems, Inc.

Java[TM] technology powers the best
interactive content an the 'Web.

Cancel

4. You are prompted againgarding your security settings. Please ckasagain.

Security Warning f5_<|

Do pou want ta install and run "CADOCUME ~1
SnnahlousiLOCALS ~15Temphjinstaller1 42_04 exe"?

The publisher cannot be determined due ta the problems
below:

Content does not match the signature.

[ ES H Mo H More Info ]

5. The installer will begin and prompt you to accept the license agreement. Read the
agreement, then clidkacceptand then clickNext.
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6. When prompted, select tigpical install and clickNext.

7. After a few minutes, the installation will be complete. Please Eliaish.

8. You should now see the Java icon in your system tray in the lower right hand
corner of your screen.
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