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WEB MEETING OVERVIEW

The Web Meeting service consists of two separate applications: Conference Center for setting up and managing
web meetings, and Conference Confrols for conducting web meetings and audio conferences.

Conference Center

Logging in as the chairperson brings up the Conference Center applicatfion. The Conference Center is where you schedule
and organize web meetings, manage invitations and registrations, frack participation and feedback, and launch your web
meetings. You can also manage meeting recordings, set up podcasts of your recordings and view reports.

On-Demand Meetings

On-demand meetings are web meetings that are held without being previously scheduled. You launch on-demand
meetings from the Conference Center. Participant registration information and feedback from on-demand meetings
arelimitedtoyourexisting settings, which you may choose to modify.

Scheduled Meetings

Scheduled meetings are web meetings that you set up in advance and invite people to attend. You canrequire invitees
to pre-register or allow them toregister when they join the meeting. Invitations can be sent by email and posted to
Facebook and Twitteraccounts.

Links to the meeting registration page can be embedded in email or web-based announcements as part of marketing
campaigns, and you cantracktheregistrationsseparately foreach campaign. You can customize the registration
page to provide detailed information about the meeting and presenters, and collect information from the registrants.

Meeting reminders, post-meeting emails, and post-meeting surveys provide a variety of opportunities to communicate
with people before and after your meetings. You have the option to customize these communications.

Broadcast Audio

The audio portion of aweb meeting canbe broadcast overthe Internetinstead of, orinaddition to, overthe phone.
This allows your participantstolisten to the meeting when using a phone isnot convenient. Broadcast audiois
one-wayonly.

Reports

The Web Meeting service automatically generates reports for your web meetings and audio conferences. The
reports include who was invited to your meetings, who registered and how they registered, and who actually
attended your meetings. The reports also include information collected during registration, as well asinformation
from the meeting itself, such as chat transcripts and polling results, and post-meeting survey results.

Recordings

Audio conferences (on-demand, scheduled and operator-assisted) and web meetings can be recorded and played
back later. The audio portion of a meeting is automatically synchronized with the web portion. You can edit recordings,
download them, attach them to meeting communications, and post them on Facebook, Twitter, and other websites.
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Podcasts

Web Meeting service provides you with everything you need to set up a podcast feed and turn your recordings
intfo podcast episodes. Both audio-only and audio/videorecordings are supported. When you add a recording fo
your podcast feed, it is automatically converted to the appropriate format so that people who subscribe to your
podcastcandownload andplayit.

Conference Controls

The Conference Control applicationis where you upload presentations and conduct web meetings. You openthe
Conference Confrols from the Conference Cenfer.

Upload and Present Slides

You can create presentations in Microsoft® PowerPoint® and upload them to the Web Meeting service, where
they are available for you to use in your web meetings. Other file formats are supported, as well, for uploading
picturesand othergraphicalcontent. You canreorderslidesonce they are uploaded. Various mark-up toolsletyou
annotate andhighlightslidesasyou presentthem.

Designate Co-Presenters

The chairperson can designate one or more web meeting participants to be co-presenters. Co-presenters have
accesstoallthe conference controlstoupload and presentslides, create andinsert polls, and share orgrant confrol
of their applications and desktops. Co-presenters do not have access fo the audio confrols.

Share Applications

Presenters can share applications or their entire desktop during a meeting. Shared applications are visible to all
meeting participants — up to 1,200.

Grant Control

Presenterscan grant control ofindividual applications or theirentire desktop fo meeting participants. When control
isgranted, boththe presenterwho granted confroland the participanttowhomcontrolisgranted caninteract with
the applicationsordesktop atthe sametime.

Create Polls

Presenterscan create pollsandinsert them among the slidesin the presentation. Six different polling question
typesaresupported. When apollispresented duringthe meeting, participantssubmitresponsesthat are tallied and
optionally displayed back to the participants. Poll results are saved with other meeting reportsin the Conference
Center where they can be viewed and downloaded.

Chat

The chairperson, co-presenters and parficipants can communicate with one another via text messages during a
web meeting. Presenters can chat with each other, with individual participants, or with all participants at once.
Participants canchatwiththe presenters but not witheach other. Chat messages are saved with the othermeeting
reportsinthe Conference Center, where they canbe viewed and downloaded.
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Record Meetings

Any audio conference orweb meeting can berecorded and made available forplaybacklater. The Conference Center
provides features for managing, edifing, and making recordings available for playback through downloads or social
media channels.

Control Audio

During an audio conference or web meeting, only the chairperson has a variety of audio confrols available, including
muting and un-mutinglines, disconnecting participants, dialing out to participants, andlocking the conference to
prevent additional participants fromjoining. The audio controlsinclude a phonebook to facilitate dialing out, and
that is also used to automatically display the names of audio participants during a meeting who are listed in the
phone book.

CHAIRPERSON: HOW TO ACCESS WEB MEETING

Start an Ad-Hoc Web Meeting

1. Go to https://conf.cfer.com/

2. Underthe Chairperson Loginsectionselect Login

3. Navigate to the left side of the page and select the Start/Manage/Archive link under the Web Meeting
header.

a. Ifyouhave not previously installed Java™ 2 Runtime Environment 1.3, you willreceive a message asking
ifyouwouldliketobegininstallation of thisplug-in.Click OKtostarttheinstallation.

i. Please read any messages that may appear during the installation process to insure a complete installation.
ii. When prompted for a File Download, select Run this program from its current location.
ii. Whenpromptedtoinstallandrunthe Java2Runtime Environment, click Yes.

iv. Follow the instructions provided during installation of the Java plug-in. If prompted torestart your
computer, doso before proceeding.

b. AlJavaappletwilllaunch Web Meeting. You willbe prompted with asecurity notice indicating that the
application is verified to have come from Conferencing. Click Start to continue.

4. Enter your conference phone number, access code, and passcode. Click the Loginbutton.

5. Fromthe Web Meeting Conference Centerhome page select the On-Demand Meetingradio button and click the
Open Meeting Controls button.

6. Once the interface hasloaded, click the Start Meeting button on the upper left side of the Welb Meeting user interface.

7. Whenthesecurity alert pop-up boxappears, click Start.
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Schedule a Web Meeting and Send Invitations

1. Go to https://conf.cfer.com/

2. Underthe Chairperson Login sectionselect Login

3. Navigate fo the left side of the page and select the Start/Manage/Archive link under the Web Meeting
header.

4, Fromthe WebMeeting Conference Centerhome page, selectthe ScheduleaMeetingbutton.

5. Enferallthe details foryourmeetingincluding, date, fime, type, description andregistration requirements.
Click Save and Next to continue.

6. Onthe next page, you can preview the invitation and invite people by clicking Send Invitations.

a. Option 1:Enteremail addressesin the “To:"” box
b. Option 2: Upload a CSV file containing email addresses of desired participants

7. Once you are done determining which participants you want toreceive the meeting invitation, click the
Send button.

8. You can also customize other aspects of your meeting, including branding, reminder emails, and post-meeting
surveys.
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PARTICIPANT: HOW TO JOIN A WEB MEETING

1. Go to https://conf.cfer.com/

2. Underthe Participant Loginsection enter your Audio Conference phone number and access code and
selectLogin

3. Enter your conferencing phone number and access code. Click the Login button.

a. Ifyouarepre-registered forthe meeting, you willbe taken straight to meeting aslong as the chairperson
has already started the web conference.

b. Ifyouhave not pre-registered forthe meeting, you willbe prompted tofillout the Participant Registration
page before you can enter the web conference. The only field you are required to fill out on the Participant
Registrationpageisyourname.

Participant Registration

Name | iReguired |

Email

Phone
Company

| Submit | [ Help

Back to TOC 7
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STARTING/JOINING A WEB MEETING VIA COMPUTER AUDIO

Getting Started (Chairperson)

1. Once the web conference conftrols have been opened, click the Use Computer button on the left side of the screen.
L Audio v

© Use Computer L Call Me

or
Call-In: 3032481285 US Toll
Access Code: 1117851

Edit Phor-ebookn

2. Selectthe microphone andspeakeryou wouldlike fo use forthe callusing the drop-down menus.

2 Computer Audio - X
Q Microphone Default v
Mic Volume ® L wvue
|

3. Adjust the microphone and speakervolume (we suggest 75% forboth) and then press the Select and
Continue button.

4. Youwillthen see the message shown below and willhear the following message as you are being connected to

the call: *You are now being connected to the conference. Please stand by...beep...beep...You willnow be placed
info conference”.

5. Once you are connected, you will see an audio control panel on the left side of your control window.

L Audio v

My Computer Audio
@ Computer Audio

Conference Audio

# Mute All & Unmute Al © Operator

<Type phone number> l DialOut B3

¥ Listen Only © Continuation o Lock Audio

6. You can adjust the speaker and microphone volume and/or disconnect your call by clicking on the Computer
Audio button. The Computer Audio panel will appear.
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7. Ifyou are experiencing audioissues while connected to VolIP, you can switch with using the phone by following
these steps.

e (Click the Continuation button.

¢ You will hear a message, “The conference willcontinue after you disconnect. To allow the
conference to disconnect when you disconnect, press *8."

¢ Click the Computer Audio button.

¢ Click End
¢ Click Call Me (or you can dial-in manually)
e Entfer your phone number

¢ Click Call My Phone

Getting Started (Participant)

1. After joining a web conference asaparticipant, clickonthe Join Online Audiobutton in the settings panel on the
left.

NOTE: An audio conference must be started by the host before the Audio button will appear for participants.

@) Online Audio A

. Phone Audio v

I'm on the Call

Event started but not hearing audio?

Join with our Flash version

2. If prompted, click the Allow button for use of your microphone. If you do not select Allow, you may not be able
to hear the audio or be heard.

core.callinfo.com wants to

& Use your microphone

Allow Elock
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3. You may adjust you speaker and microphone settings from the Settings panel.

€« Settings

@) Online Audio A

Disconnect Online Audio

+/ Connected to Audio Server

«) Speakers Default v
L
& Microphone  Default v

[ Mute Microphone

. Phone Audio v

Event started but not hearing audio?

Join with our Flash version

4. To close the Settings panel, click the left-facing arow.

5. To open the settings panel, click the cog wheel on the left corner of the navigation bars that appear when you
Move your mouse.

_

NOTE: Why am | not seeing the Audio button to connect my Computer Audio Call?

o Computer Audio may not be enabled for the account
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Additional Notes

» Upto 150 Computer Audio users may connect af the same time on a single access code.

o If more than 150 audio users attempt to connect (VolIP or telephone), the surplus users will hear a message that the

conference is full.

 Up to 300 Computer Audio users may connect at the same time on a single access code. You must request an increase
ahead of the meeting if you have more than 150.

« If more than 300 audio users attempt fo connect (VolIP or telephone), the surplus users will hear a message that the

conference is full.

» Mobile/tablet devices are not currently supported (although Apple® iPad® users can join the visual portion of web
conferences, these users will not have access to the Computer Audio feature currently).

o Computer Audio will NOT work for a chairperson connected over a network that uses a proxy (Computer Audio will
work for participants connected to a proxy).

o Computer Audio will not work over pipe networking.

* We recommend that users connect through a wired network connection when using the Computer Audio feature to
ensure the best quality due fo the many issues that an unreliable wireless or tethered connection can cause. Audio
quality will degrade significantly on networks with download speeds of less than 1.5 Mbps or wireless networks with

inconsistent signal stfrength.

Computer Audio System Requirements

OPERATING SYSTEMS

Microsoft Windows
XP (Service Pack 3),
Vista, 7 & 8 (32 and 64 bit)

SUPPORTED BROWSERS
Internet Explorer (7.0+)
Firefox

Google Chrome

SOFTWARE
Adobe Flash Player (10.3+) for 1E 7.0-
10.0

Google Chrome Edge

Linux 64bit

(Limited Support)

Apple Macintosh 10+ Safari (9.0+) Adobe Flash Player (10.3+) for Safari 9.0
Firefox

Google Chrome

Back to TOC
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WEB MEETING INTEGRATIONS

(ADDITIONAL WAYS TO ACCESS WEB MEETING)

Connect Add-In for Outlook

The Connect Outlook Add-In makes it easy fo schedule and start Audio Conference and Web Meeting from Microsoft
Outlook. The add-in allows you to store your Audio Conference and Web Meeting subscription details in Outlook and
automatically populate invitations with your meeting information.

How to Install

1. Close all instances of Microsoft Outlook you have open on your computer and Connect Desktop if you haveiit.

2. Visit hitps://support.callinfo.com/web-meeting-center-g/downloads

o Located under Connect Outlook Add-in, click on download under Connect solutions. This Add- in
will only work with Microsoft Outlook® 2007 (SP3), 2010 & 2013 (32-bit and 64-bif versions)
o Windows® XP (Service Pack 2), Windows Server 2003 (Service Pack 1), Windows Vista, Windows 7,

o Windows 8 or later Windows operating system

3. Click to download either the audio only or audio and web add-in depending on your account settings. Select
audio and web if you are a Web Meeting user.

4. Click Run when asked to save the file.

5. Click Run again when asked if you want to run the software.

6. Once installed you will be prompted to go through Setup Wizard as documented in the Setup section of

this user guide.
Setup

Once you have installed the add-in on your computer, you will be prompted to walk through the Setup Wizard. This may
pop up instantly after you have downloaded the add-in or when you open your Outlook. To complete the setup, do the
following:

1. Read the overview of the tool. Click Next.

2. Enter your personal information. Click Next.

3. Enter your Audio Conference subscription information. Click Next.
4

This step allows you to create a default list of dial-in phone hnumbers that will be displayed in your meeting
invitations. To select a default set of dial-in numbers, click Edit. A list of available

countries will be displayed (both toll and toll-free). Check the box next to your ‘ ""' £ Setup
selections. Click OK to close the box and Next to continue. & @ My Portal

« ¢t Schedul
5. Click Finish to complete the setup and open Outlook. s M(“:ml;e. © Hep

Conference Connect Toolbar & Meeting Ribbon

There are two places where the Conference Connect Outlook Add-In appears in Microsoft Outlook. It will appear as a
toolbar and as part of the Meeting Ribbon selections when you open a meeting request or an appointment in your
calendar.

Connect Toolbar
The Connect Toolbar will appear in your Mail and Calendar screens.
[l Connect - Connect to your conference instantly as a host.

[ Schedule Meeting - Schedule a meeting that already has your conferencing information populated in the
Meeting Request.

Setup - Configure your conference settings for Outlook. Make changes to T2
your account, subscription or create new ones at any fime. ‘

Back to TOC Connect Dial-ln
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https://support.callinfo.com/web-meeting-center-g/downloads

My Portal - Open your conferencing portal in a separate window fo view
and manage information specific to your conferencing subscription.

Help - Get help for the Connect Add-In for Outlook.

Connect Meeting Ribbon
The Connect Meeting Ribbon will appear in a new meeting request or appointment.
Connect - Connect to your conference instantly as a host.

Subscription Details - Select different conferencing subscription details fo use for a Meeting Request. You can
also set up a different meeting template for the same subscriptioninformation.

Dial-In Numbers - Customize the list of dial-in phone numbers fo display in a specific meetingrequest.
Audio - Add or remove audio conferencing information for a specific meetingrequest.

Web - Add or remove web conferencing information for a specific meetingrequest.

Host: Connect to your meeting using the Connect Toolbar or Meeting Ribbon

1. Click on the Connect button on the Connect Toolbar or Meeting Ribbon. A new browser will open.

Host a Conference

First Name
Tom
Last Name
Jones
Passcode
sene remember my passcode
Call Me at...

Phone Number

| Office : +1 321-789-1234 Edit

Call Me & Start Web Meeting

. Call Me L start Web Meeting

Attending someone else's conference? Join a Conference

2. Enter Your Name if it is not already populated.

3. Enter the Access Code, Conference Phone, and Passcode if this is your first time fo the page. To save the
information, enfer a name and click Save. Otherwise, choose the Access Code from the Access Code drop

down menu or select Add New Access Code from the drop-down menu to add a new Access Code.

* If adding a new Access Code, enter the Access Code, Conference Phone number, Passcode, a
name/description such as “My Access Code”, and click Save.

4. Enter the Phone Number if this is your first time to the page. To save the information, enter a name and click
Save. Otherwise, choose the phone number you want to call from the Phone Number drop down menu or

choose Add a new phone number.
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5.
6.

e |f adding a new phone number, enter the phone number you want to call, enter a description such a
“mobile phone”, and click Save. If you have enabled cookies on your computer, your phone numbers will
be saved.

Click Call Me & Start Web Meeting

Once you have followed the steps above, the system will connect you to your conference. When you answer,
you will hear an automated message.

Switching from joining as a Chairperson to joining as a Participant

1.
2.

3.

If needed, click the Join fab to change your status for the conference from the Chairperson to the Participant.
Enter Your Name if it is not already populated.

Choose the Access Code from the Access Code drop down menu or select Add New Access Code from the
drop-down menu to add a new Access Code. If adding a new Access Code, enter the Access Code,
Conference Phone number, a name, and click Save.

Choose your phone number you want to call from the Phone Number drop down menu or choose Add a
new phone number. to add a new phone number, choose the country for your phone number, enter the
number in the New Phone Number field, and enter a description such a “mobile phone”. If you have
enabled cookies on your computer, your phone numbers will be saved.

Click Call Me & Start Join Meeting

Once you have followed the steps above, the system will connect you to your conference. When you answer
youwill hear an automated message.

Participant: Connect to your meeting using the “Join Now” link

1.

Click the Join Now link fo automatically be connected to the audio and web conference. A new browser
window will open. If a new window doesn’t open, you can copy and paste the URL provided in the meeting
request into a web browser.

Enter Your Name if it is not already populated.

Enter the Access Code and Conference Phone if this is your first time to the page. To save the information,
enter a name and click Save. Otherwise, choose the Access Code from the Access Code drop down menu or
select Add New Access Code from the drop-down menu to add a new Access Code.

e |f adding a new Access Code, enter the Access Code, Conference Phone number, a name/description
such as “My Access Code”, and click Save.

Enter the Phone Number if this is your first fime to the page. To save the information, enter a name and click
Save. Otherwise, choose the phone number you want to call from the Phone Number drop down menu or
choose Add a new phone number.

* If adding a new phone number, enter the phone number you want to call, enter a description such a
“mobile phone”, and click Save. If you have enabled cookies on your computer, your phone numbers will
be saved.

Click Call Me & Join Web Meeting

Once you have followed the steps above, the system will connect you to your conference. When you answer
you will hear an automated message.

Switching from joining as a Participant to joining as a Chairperson

1.

Back to TOC

If needed, click the Host tab to change your status for the conference from the Parficipant to the
Chairperson.

Enter Your Name if it is not already populated.

Enter the Access Code, Conference Phone, and Passcode if this is your first fime to the page. To save the
information, enter a name and click Save. Otherwise, choose the Access Code from the Access Code drop

down menu or select Add New Access Code from the drop down menu to add a new Access Code.
14



e |f adding a new Access Code, enter the Access Code, Conference Phone number, Passcode, a
name/description such as “My Access Code”, and click Save.

4. Enter the Phone Number if this is your first time to the page. To save the information, enter a name and click
Save. Otherwise, choose the phone number you want to call from the Phone Number drop down menu or
choose Add a new phone number.

e |f adding a new phone number, enter the phone number you want to call, enter a description
such a “mobile phone”, and click Save. If you have enabled cookies on your computer, your

phone numbers will be saved.
5. Click Call Me & Start Web Meeting

6. Once you have followed the steps above, the system will connect you to your conference. When you answer,
you will hear an automated message.

WEB MEETING CONFERENCE CENTER

Loggingin as chairperson brings up the Conference Center application. The Conference Centeris where you schedule
and organize web meetings, manage invitations and registrations, track parficipation and feedback, and launch your
web meetings. You can also manage meeting recordings, set up podcasts of your recordings and view reports.

Technical Support ~ " Logout
Web Meeting To start a meeting, select it from the list below and click "Open Meeting Controls™. View Past Meetings
Home Sl ==
2| On-Demand Meeting
e Participant Login Info
Manage Recordings Conference Phone Mumber: 800.555.1212
Access Code: 0000000
Manage Contacts
eetings Date
Settings -
(2 |IR Q3 Meeting Wed, Feb 28, 2018 8:00 AM 0 23 Edit
Admin ) -
Page 1 of 1 o v 1 Upcoming Meeting
IE YT R TE == Schedule a Meeting Time Zone:| Eastern Time (US & Canada) v
#A| Request Web Event Services
#A| Help
Home

e The Home link in the Web Meeting Conference Center menu displays the Conference Center home page for
scheduling, managing and initiating meetings.

- The home page lists the on-demand meeting option and scheduled meetings by date and fime.
» The Open Meeting Controls button opens the chairperson conference controls window.
» The Schedule a Meeting button displays the inifial page for scheduling a new meeting.
o The Time Zone drop-down menu sets and displays the default time zone.
» The View Past Meetings link shows a list of all past scheduled and cancelled meetings and provides options for
performing post-meeting actions. This link is only visible if scheduled meetings have passed.
On-Demand Meetings

» On-Demand meetings are held without being previously scheduled. Participants in on-demand meetings are not
noftified through the Conference Center, so they must be invited through other means.

« The Participant Login Info link in the On-Demand section of the home page displays a form with detailed meeting
login information that you can copy and paste info an email fo invite people to join the on-demand meeting.

» The Name field is always required. Enter a fitle for each additional field of custom registration data you want to
collect (up to five) and check the box if you want fo make it required information.

By default, this is also registration information that people must provide to access recordings.
Back to TOC 15



- To conduct an on-demand meeting, choose the On-Demand Meeting option and then click on the Open Meeting
Controls button.

To start a meeting, select it from the list below and click "Open Meeting Controls™.
On-Demand Meeting

View Past Meetings

® | On-Demand Meeting

IParTiciEant Login Infol

Conference Phone Mumber 800.555.1212
Access Code: 0000000

Open Meeting Controls == Schedule a Meeting Time Zone: | Eastern Time (US & Canada) v

« The Edit On-Demand Registration link in the On-Demand section of the home page displays a page for customizing
registration information for on-demand meetings.

Web Meetin
" S Custom Registration
ame

View Reports Use the form below to create up to 5 custom registration fields. Note that the "Name” field is always required. These

5 fields are used for web conference participant registration and as the default registration for future recordings.
Manage Recordings Registration for individual recordings can be set in the Manage Recordings section.

Manage Contacts

Settings Field Title Required

Name b

On-Demand Meetings Add Field

E= N

#A| Request Web Event Services

A Help
Scheduled Meetings

« Scheduled meetings are meetings that you set up in advance and invite participants to attend. Scheduling a new meeting is
a two-step process:

- Entermeeting details.

- Sendmeetinginvitationsviaemail, Facebookor Twitter.

» Conference Center offers a number of emails and web pages for communicating with invitees, registrants, and participants
before and after a meeting. You can preview and edit any of these opfions when you schedule a meefing.

» When scheduling a meeting that requires pre-registration, you can also set up marketing campaigns with unique registration
links for inviting people fo the meeting, and frack those campaigns.

o Affer scheduling a new meeting, you can go back and edit any of this information prior fo the meeting.
Schedule a Meeting

To schedule a meeting, click the Schedule a Meeting button. This displays the first of two pages for entering
information for the meeting.

The Meeting Details section is for sefting up and entering the details of the meeting.
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Meeting Details

Meeting Title: = | O

Host(s): = [First Last o

From Email: = |meetings@companyname.cum | 1]

Date: * |07/09/2019 %) (MM/DDIYYYY)

Time: = 8:00 AM & | Eastem Time (US & Canada) v
Duration: = |01 v |2/ 00 v | (HH:MM)

Registration Type: (  Register at time of meeting Help me choose
' Pre-register before the meeting

| Automatically Confirm All Registrants v |

|| Mofify me of new registrations via email

Meeting Type: » Web & Audio ) Audio Only ) Web Only

Audio Type: = On Demand Conference | Other Help me choose

Dial-In Numberi{s): * @
|« 8005551212 U 5. & Canada Toll-Free
[ 1 303.555.1212 U.5. Toll

Add International Numbers (Optional)

Access Code: 0000000

Description:
Limit 2000 characters

—

-
o

"
ik

(i

Font Family = Font Size - A -
L]

Bzul| |

—

Security

[ Set security passcode for web meeting @

» MeetingTitle: Give a descriptive title for the meeting.

 Host(s): List one or more hosts for the meeting. The name(s) you provide as hosts are included in emails fo invitees and
registrants.

o From Email: Enter the email address of the meeting organizer. This is the reply-to-address in emails Conference Center
sends to invitees and registrants. Invitees can reply to this email address if they want more information or have questions
about the meeting. This is also the address where Conference Center sends email notifications. The Web Meeting
account holder’s email address is the default.

« Date: Enter the dafe of the meeting in MM/DD/YYYY format or use the calendar icon fo select a date.

« Time: Enter the fime of the meeting or use the clock icon fo select a fime in 15-minute increments. Choose a fime
zone from the drop-down list, if different from the default set in the Conference Center home page.

« Duration: Enfer an expected duration for the meeting. The actual meeting can end earlier or later; the duration is just
to help participants schedule their fime.
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Registration Type:
Registerat the fime of meeting: Choose this option if you do not want to collect and track registrants in
advance. Invitees register when they join a meeting.

Pre-register before the meeting: Choose this option if you want fo confirm/deny registrants and frack
registrants in advance. Invitees must register prior to the meeting.

Notify me of new registrants via email: If you choose to have invitees pre-register for the meeting, this option
allows you to be notified by email as they register.

- The Help Me Choose link provides additional information if you are not sure when invitees should register.

Meeting Type:
- Web& Audio: Choose this option if the meeting is both web and audio.
- Audio Only: Choose this option if the meeting is audio only.
- Web Only: Choose this opfion if the meeting is web only.

Audio Type:

» On-Demand: Choose this option if you do not need a Web Meeting operator or other assistance for the meeting and the
meeting will have no more than 96 attendees (or up to 150, depending on account settings).
Dial-in Numbers: Check the box fo include your U.S./Canada toll-free number and/or your U.S. toll number for the
meeting. If you plan fo invite international participants and know which countries from which they will be calling,
click the Add Internatfional Numbers (Opftional) link to select the individual international numbers for these
countries. If you aren’t sure which counfries from which they will be calling, check the box to include a link to the
list of all international foll free numbers.

- Access Code: Your Web Meeting access code is automatically included in the information for this meeting.

« Operator Assisted: Choose thisoptionifthe meeting hasover 96 participants (orup to 150, depending on account settings)
oryou need operatorservices during the meeting. If you select this option, you areinstructed to call Web Meeting to setup
your meeting and provide you with dial-in numbers depending on your meeting requirements. The numbers you enfer are
included in meeting communications.

Enable broadcast audio: Checkthisboxifyouwanttobroadcastthe audio portion of yourweb meetingover
the Infernet. Call Web Meeting for a broadcast audio code to enter.

Display dial-in number during conference: Check this box fo display a number during the meeting for participants
touseif they preferto dialinrather than listen to the broadcast audio. The first dial-in number you entered above is
automatically copied into this text box.

« Description: Enter a description forthe meeting (up o 2000 characters). This description appearsin all communications for
the meeting.

The Security section of the page provides the option foinclude asecurity passcode that partficipants must enterto

jointhisweb meeting.

« Set security passcode for web meeting: Check this boxif you wanttoinclude asecurity passcode unique to thisweb meeting.
Enter a security passcode. This passcode is automatically included in the invitation, confirmation, update, and reminder
emails, as appropriate.

« Clickthe Save andNext button to display the second page forschedulingameeting.
The Next Steps section of this page is for preparing and sending out invitations and updates for the meeting, and
adding the meeting to your calendar.

 The Send Invitations button sends an invitation email automatically generated from the meeting information you have
entered.Thisbutton displays aform forentering emailaddresses manually, oruploading a.csv file withup to 2,000 addresses
(orupto 10,000, depending on accountsettings). If you have previously set up one ormore marketing campaigns, you can
selectacampaigntotrackregistrationseparately forthis group ofinvitees.
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» The Facebook icon provides options to post a meetfing notice to your Facebook page or another Facebook page. The post
includes meeting details along with alink to eitherregister forthe meeting ortojoin the meeting, depending on the meeting
registration type. You can add a note or edit the meeting details before posting the meeting notice.

» The Twittericon posts a meeting notice to your Twitter page with alink to eitherregister for the meeting orto join the
meeting, depending on the meeting registration type. You can edit the meeting notice before tweeting it fo your followers.

» The Previewlink displaystheinvitationemailasinvitees willseeit.
 TheEditlinklets you add acustom message to the invitation emailand attach up tofive files forrecipients to download.

» The Send Updatelinksends anupdate emailforthe meetingto allconfirmedregistrantsorinvitees, dependingonregistration
type. You can add files and a custom message to the update.

» The Upload Confirmed Attendees link lets specified invitees bypass the registration process for meetings that require
pre-registration.

» The Add to your Calendar button adds the meeting to your default calendar client.
o The Lotus Notes Help link provides information for adding the meeting to a Lotus Notes®calendar.

» The AdvancedSettings section of the page lets you preview and edit various meeting communications senttoinvitees,
registrants and participants before and after a meeting. Click the Show Advanced Setting link fo show these options and the
Hide Advanced S Settingslinkto hide them.

Registration

Variouscommunicationsare used duringtheregistration process asinviteesregisterand are confirmed ordeclined.

The registration formis what invitees see when they register for the meeting.
o Clickthe Editlinkfo editthe form.

» CustomMessage: You canreplace the default message with a custommessage and changeits format.

« Standard Questions: Check the Include box next to each standard question you want to display on the registration page.
Checkthe Required boxnext to eachincluded question fo make it a question that registrants must answerin order to
register.Name andEmailare alwaysincluded andrequired.

o Custom Questions: The custom questions you create are shown here. Each custom question has an Edit and Delete button
so you can modify and removeiit.

o The Add Custom Question button brings up a form to create a custom question.

» Formeetingsrequiring pre-registration, the Registration Confirmation Emailis the emailregistrantsreceive confirming
theirregistration. Clickthe Editlink to edit the email.

» Formeetingsrequiring pre-registration, the Registration Declined Email is the emailregistrantsreceive if you manually
decline theirregistration. Click the Edit link to edit the email.

» Custom Message: You canreplace the default message with acustommessage and changeits format.

« Files Available for Download: You can atfach up tofive files forrecipients fo download.

Reminder Email
You can schedule a meeting reminder email to send automatically to all confirmed registrants or invitees, depending
onthe meetingtype.

o Click Add Reminder Email link to set up and edit the reminder email.

When should this email be sent? By default, the reminder date and fime is 24 hours before the meeting. If the meeting
start time is within 24 hours, the reminder date and time is two hours before the meeting. Use the default date and time
orspecify adifferent date and time forthereminderemail to be sent.

» Custom Message: You can replace the default message with a custom message and change its format.

« Files Available for Download: You can attach up to five files recipients to download.
MakesuretoclicktheSavebuttonwhenyouaredone. Otherwise, thereminderemaildoesnot getscheduled
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» Onceyouaddareminderemail, use the Preview, Edit, and Review links to view, modify, orcancelit.
Ifyouwanttosendmorethanonereminderemail, you canschedule an additionalreminder afterthefirstonehasbeensent.

Post-Meeting Emails and Web Pages

You can send out post-meeting emails affer a meeting has taken place. Different post-meetfing email options are
available based onthe type of meeting. The Post-Meeting Emailis for audio-only meetings. The Post-Meeting Email
to Attendees and the Post-Meeting Email to No-Shows are for web and audio and web-only meetings. The content of
all three of these emaiils is similar.

o Clickthe Editlinktoeditthe email.
» Custom Message: You canreplace the default message with a custommessage and changeits format.
 Add Recordings: You can attach archived recordings for recipients to play back.

« Files Available for Download: You can attach up tofive files forrecipients to download.

Post-meeting emails are not automatically sent afterameeting takes place. Tosend them, view the meetingfo see the
post-meetingactions.Ifyouwantto attachrecordingsandfilesto post-meetingemails, don'tforgetto dosobeforeyou
send them.

» The Post-Meeting Survey Pageis displayed after theweb portion of the meeting. Click the Editlink to edit the page.

» Checkthe SendattendeestoacustomURL boxif youwanttobypass thissurvey page and direct attendeestothe URLof
your choice.

« Post-Meeting Survey Form: Choose whether fo include the standard question and, if you wanft, create your own
questions by selecting the Add Custom Question button.

 The Post-Meeting Archive Page is displayed when someone attempts to register for, orlog intfo a meeting that has already
taken place. The content is similar o the Post-Meeting Email.

Meeting Promotion Tools

For scheduled meetings requiring pre-registrafion, you can promote your meeting and frack regisfrafions from
various marketing campaigns.

» Marketing Campaigns: You can generate unique URLs to the meeting’s registration page fo use in online marketing
campaigns and frack the registrants driven from those campaigns. You can see the effectiveness of each campaign when you
viewthe campaignreportforyourmeeting. Clickthe Managelinkto setup one ormore marketingcampaigns.

« Campaign Name: Enter a campaign name. Names must contain only letters, numbers, spaces, and periods. Special
characters are not allowed. Click the Generate URL button to generate a unique URL for this campaign. Repeat foreach
campaign you wantto create and frack. A default campaign named "Default” is automatically created for the meeting.

o Campaign URLs: The campaign names and associated URLs are displayed in thiswindow. Copy the URLs fo use in your
campaign banner ads, web pages, email, blogs, etc.

« Delete: Todelete acampaign, clickthe deletelinknexttoits URL. You cannot delete the default campaign. If you attempt to
deleteacampaignthatalready hasregistrants associated withit, you are promptedto confirm the deletionand thenthose
registrantsarere-associatedwiththe default campaign.Registrantswhouse alinkforadeleted campaign (inanemailoron
aweb page, forexample) are associated with the default campaign.
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Manage Scheduled Meetings

» Once a meeting has been scheduled, you can view, edit, and clone the meeting information. Click the Home link in the
Web Meetingmenu to gotothe Conference Centerhome page, and click onthe meeting title of the meeting you want to
manage.

» The Open Meeting Controls button opensthe chairperson Conference Confrolswindow.

» The Edit Meeting button displaysthe informationyou entered when you scheduled the meetingand allows you to editit. You
canalsoeditameetingby clickingontheEditlinkafterthe meetingtitle onthe Conference Centernomepage.

« The Clone Meeting link copies the information to use as the basis for scheduling a new meeting.

» TheCancel Meeting button cancelsthe meeting andletsyou send cancellation emails to all confirmedregistrants orinvitees,
depending on meeting registration type.

« The Send Invitations and Add to your Calendar buttons, the Facebook and Twittericons, and Preview, Edit, Send Update, Upload
Confirmed Aftendees, andLotusNotesHelplinkswork the same asin the schedulingameeting section of thisuser guide.

 The View Past Meetingslink onthe Conference Centerhome page shows alist of allpastand cancelled meetings.

Clone and Reschedule Meetings

Open Meeting Controls I 47 Edit Meeting II E_,i' Clone Meeting I I ® Cancel Meeting

Meeting Details

Meeting Title: IR Q3 Meeting
Host{s): Host Name
From Email:  host@mycompanyname.com
Date & Time:  Tue, Jul 9, 2019, 11:00 AM Eastern Daylight Time
Meeting Type: Web & Audio

» Any scheduled, past, or cancelled meeting can be “cloned” and used as a basis for creating a new meeting. When you clone
ameeting, theinformationforthatmeetingiscopiedforyoutoedittocreateanewmeeting.

« Toclone ameeting, clickonthe Clonelinkforthe meetinginthelistof pastmeetingsorthe Clone button atthe top ofthe
window when you view a past or scheduled meeting. This displays the same inifial page as scheduling a meeting. Edit the
meeting information as necessary, make sure to change the meeting time and date and send out invitations. Once you finish,
theclonedmeetingisaddedtothelistofscheduled meetings.

NOTE:Ifthe originalmeetinghas operator-assisted audio andyouwantthe cloned meetingtohave operator-assisted
audio as well, contact Web Meeting to schedule operator services and obtain new dial-in numbers before you send
oufinvitations.

 Past meetings can be "rescheduled,” allowing you to repeat the meeting at alater date. When you reschedule a meeting, the
meetingismovedbacktothelistof scheduled meetingswithanewtime.

« Toreschedule a meeting, click on the Reschedule link for the meeting in the list of past meetings or the Reschedule button at
the top of the window when you view meeting details. In either case, this displays a form for you to enter a new date and fime.

« If the original meeting had operator-assisted audio, a message notifies you fo modify the operator-assisted information.
Whenyou click the Reschedule button onthis form, you have the option of notifying all confirmedregistrants orinvitees from
the previous meeting, depending on the meeting registration type, that the meeting has beenrescheduled.
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View Reports

Conference Center creates a variety of reports to help you analyze and manage your web meetings and audio
conferences. The View Reportslinkin the Web Meeting menu displays a submenu of links fo these reports.

Web Meeting Meeting Reports

Home View Upcoming Meetings ==first =1-20 21-40 41-60= last==
View Reports

Meeting Name

On-Demand Meeting Jun 14 2017 4:06 PM Jun 14 2017 4:07 PM
Meetings On-Demand Meeting Jun 14 2017 8:05 AM Jun 14 2017 8:55 AM
On-Demand Meeting Jun 08 2017 3:14 PM Jun 08 2017 3:15 PM
On-Demand Mesting May 23 2017 1:28 PM May 23 2017 1:29 PM
On-Demand Meeting Apr 27 2017 4:29 PM Apr 27 2017 4:36 PM

Meetings

» The Meetings link lists all past meetings, including on-demand meetings. (The View Reports link also displays this list by
default.) Above the list of past meetingsis a View Upcoming Meetings link that lists all scheduled meetings.

o Clickonameetingtoviewthereportsforthatmeeting. This displays a page with meeting details, post-meeting actions, and
links fo various reports for the meeting. This is the same information that is displayed when you use the View Past Meetings
linkonthe Conference Centerhome page andclickthe Detailslinkforthe meeting.

» The Meeting Detailssectiondisplaysthe basic detailsofthe meeting. The Registrationlinkshowninthissectionisthe URL
ofthearchive page forthe meeting. Youcancopy thisURLinto any email, web page, blog, etc.forpeople tosee the archive
web page for thismeeting. If you set up one or more campaigns for the meeting, the View Campaign URLs link displays a list
ofthecampaignnamesandtheirassociated URLs.

« The Post-Meeting Actionssection provideslinksto preview, edit, and send post-meeting emails, and to preview and edit the
post-meetingarchivewebpageforthe meeting.These arethe same post-meeting actionsshowninthe Advanced Settings
when you schedule or edit an upcoming meeting.

» The Reportssectionincludeslinks to various reports for the meeting foryou to view and download. The Registration Reports
include the following, depending on the registration type for the meeting:

- Thelnvitee List link displays the list of invitee email addresses and when they were invited.
- The Registration Details link displays registration information for the registrants, along with their attendance status.
- The Campaignslink displays statistics for the marketing campaigns you set up fo frackregistration.

» The Web Conference Reportsinclude the following, depending on the type of meeting and how it was conducted:

- The Web Parficipants link displays a list of participants for the web meeting. The listincludes the times each participant
joined andleftthe meeting andthe totalnumber of minutes they attended the meeting. Each participant’'snameisa
link o registration and post-meeting survey information provided by that participant.

- The Chatlink displays a franscript of the chat messages during the meeting, the fime each message was sentf, and its
sender and recipient.

- The Poll Results link displays the polls conducted during the meeting with a summary of responses to each poll as well
astheresponse of each participantwhotookthepoll.

- ThePost-MeetingSurveylink displaystheinformationprovidedbythe meeting participantswhorespondedtothe
post-meefing survey.

Recordings

« The Recordings link lists your archived recordings. Each recording in the list shows the start and end fime of the recording
and the number of playbacks. You can also view and save the playback report for eachrecording.

 The Audio linklists past audio conferences by conferenceID along with start fimes, duration, and participant count. You can
view and download the audio participant list for any audio conference. The list shows each participant’s phone number, enfry
andexittimes, howlonghe orshewasonthe call, and audiotype.
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Opt-Out

o The Opt-Out link lists the email address for invitees who have chosen to opt out from receiving meeting invitations. They
can opt out when they are invited to register for, or join a scheduled meeting. If you attempt to send subsequent meeting
invitations to email addresses that are in the opt-out list, you receive a message that those emails are in the opt-out list.

* Whenyou view the opt-outlist, you canselect email addresses from the list and send an opt-inrequest.

NOTE: The opt-outlist only applies to asingle web conferencing subscription. If you have multiple subscriptions,
recipientsmust opt-outfromeachsubscriptionfromwhichthey donotwanttoreceiveinvitations.

Manage Recordings

The Manage Recordings link in the Web Meeting menu provides options for working with your archived
recordings. When you archive yourrecordings, you get unlimited playbacks and access to additional features for
managing and sharing your recordings. Or, you can download your recordings in up fo four industry-standard formats
andhostthemonyour own server.

« NOTE: If you prefer to host arecording on your own server, be sure to download the recording file and delete it from Conference
Center on the day of your meeting fo avoid incurring Web Meeting archiving fees.

Web Meeting Manage Recordings

Home

View Reports - Total Recordings: 1 <<first 1-1  last==

B

Manage Contacts ] » Sample Recording Jul' g, 2017 9:04:01 AM 00:01:17 0

Settings - All times are Mountain time zone. (UTC -0800)

Admin

Recordings

The Recordings links lists all of your archived recordings (The Manage Recordings links also displays this list by default).
 Todelete one ormorerecordings, checkthe boxnexttotherecordingnamesandclick the Delete Selected button.

» Towork with anindividualrecording, clickitsname or the arrow next to the name to expand therecordingin the list.

 The playbackwindow letsyou play back therecording with the Manage Recordings page. The View Larger link displays the
recording in alarger pop-up window.

» Under the Manage section:
- The Rename link displays a form for renaming the recording.
- TheEditlink brings up a new browser window with options for editing the recording.

- TheDownload link allows you to download the recording from Web Meeting server and store itlocally on your
computer.Thelinkdisplaysaformtochoose adownload formatfortherecording.

- The Delete link deletes the recording.

- TheViewReportlinkdisplaysthe playbackreportfortherecording and a Download button fordownloading this
information.

ChecktheEnable Registrationboxtorequire people toenterregistrationinformation before playing therecording.The
Edit link lets you change the registration information for thisrecoding only. By default, the playback registration form
contains the information you set up for on-demand meeting regisiration.

Checkthe Notify Me of Playbacks box to send anemailto the Web Meeting accountholderwhen arecording is
played.

ChecktheRequirePasscodeboxtorequire peoplefoenterapasscodefoaccesstherecording.
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o Under the Shareoptions:

- The ShowPlayback URLlink displaysthelink fo play back therecording. You can copy thislinkand pasteitin blogs,
documents, and other communications. If you enable playback registration, people must complete the registration form
before playing therecording.

- The Email Playback URL uses your default mail client and composes an email for you to send with the link to play back
the recording.

- ThePosttoTwitter linkautomatically creates atweetwiththerecording fitle and therecoding playbacklink, and allows
you to quickly postitto yourTwitterpage.

- ChecktheAddtoFeedboxtoaddtherecordingasanepisodetoyourpodcastfeed.The Editlinkletsyou change
optionsforthisepisode only;itdoesnotchangeyourpodcastfeedsettings.

- TheFacebook Optionslink provides optionsto embed arecording for playback on your Facebook page oranother
Facebookpage.Youcanalsoaddanote oredittherecordingtitle ordescriptionbefore postingit. Youmustfirstaddthe
recording to your podcast feed to enable this option.

- The Embedin Web Page link displays the HTML code forembedding arecording for playback on aweb page orblog.
Choose the playback size you want and then copy the code to paste info your web page. You must first add the recording
to your podcast feed to enable this option.

Edit Recordings
 The Editlinkinthe expanded view of arecording displaysthe Recording Editorwindow.

« Editingarecordinginvolvescreating cutpointstoindicate whichsectionsoftherecordingtoremove.Tocreate one ormore
cutpoints:

1. Playtherecordinguntfilitreachesthe start of asection you wanttoremove.

2. Enterthetimeindicated by the counterin the controlbar below the recording into the Start fields of the
Create CutPointpaneltotheright.

3. Repeatthese steps for the End fields.
4. Clickthe Add Cut Point button to add the point to the list of cut points.
5. Repeat these steps to create additional cut points for the recording.

* Whenyouhave created allthe cut poinfsyou want, clickthe Make Cuts button foremove them from therecording. Thismay
take afewminutes.

« The edits you make to arecording are not permanent. You canrestore individual cuts orrevert to the original with the View
Past Cuts link. This displays a window that lists all the cuts you have made to the recording.

e Selectacuttoseeitsstart and end times. Click on the Undo button torestore anindividual cut. Click on the Revert to
Original buttontorestore all cuts and go back to the originalrecording. Restoring cuts may take a few minutes.

» When you are done editing your recording, click the Exit button to close the Recording Editor window.
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Podcast FeedSettings

« You can automatically distribute your recordings archived with Web Meeting as podcasts through the podcast feed provided
with your Web Meeting subscription. The Podcast Feed Settings link in the Manage Recordings menu allows you fo publish
the podcast feed and customize the feed settings.

« To customize the podcast feed settings, begin by checking the Publish Podcast box at the top of the page to publish your feed.
Then, customize the settings:

- Title: Give atitle for your podcast feed.

- Subtitle: Include asubtitle, if you want.

- Description: Enteradescriptionthatexplainswhatyourpodcastfeedis about.

- Author: Give the name of the podcast feed's author. This may be different than the podcast feed'’s owner.

- OwnerName: Givethe name ofthe podcast’sfeed owner.By default, thisisthe Web Meeting account holder.
- Owner Email: Enferthe podcast feed owner'semail address.

- Copyright: Enter the copyright date of the podcast feed.

- Your Website: Include the URL of your website.

- Categories:Selectone ormore category andsubcategory to help subscribersfind yourpodcast feed. Clickthe Add
Field button to include additional categories. Click the Remove button to remove a category.

- Keywords: Enterkeywordsthat describe yourpodcastfeedto makeiteasiertofind. Clickthe Add buttontoadd
keywords as you enter them. Select keywords you have entered and click the Remove button fo remove them.
- Whenyouhaveenteredtheinformation, clickthe Save buttonatthe bottom ofthe pagetostore the newfeedsettings.

» The My Podcast Page link at the fop of the settingsis a link to the subscription web page for your podcast feed. Provide this
link to potential subscribers to walk them through the subscriptfion process.

« Toadd arecordingtoyourpodcastfeed, choose the Manage Recordings linkin the Web Meetingmenu, selectthe recording,
and check the Add ToFeed box.

Manage Contacts

e Youcanadd and delete contacts from your Web Meeting phonebook with the Manage Contactslinkin the Web Meeting
menu. In the Conference Controls, you can use the phonebook o dial out to contacts. In addition, audio conference
participants are listed by name in the Conference Controls partficipants panelif the phone number they call from matches their
name in the phonebook.

« Click the Upload Contacts button fo upload contacts from a .csv file.

» Download and use the Contacts Template .csv file fo enter the names of the confacts you want to upload along with their
contactinformation..Csvfilesexported from Outlook can also be uploaded without any modificationsfo theirheaders. You
canhave up to 2,000 contactsin your phonebook.

- NOTE: To add individual contacts directly from the phonebook, enter them in Conference Conftrols.

» To delete individual contacts, select the boxes next to the names you want to delete and then click the Delete Selected
button. Click the Delete All Contacts button to remove all contacts from the phonebook.
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Web Meeting Conference Controls

Opening meeting controls from the Conference Center displays the Conference Controls window for conducting and
managing a meeting. The Conference Control screenis your main console formanaging your conference. Allthe
featuresofthe WebMeetingservice are available throughthisconsole.

=— Web Conference Conference Controls = m} X

& Participants z o &+ [ N\ o (2]

¥ Web: 1 Hands Raised: 0 Start Meeting  StartRecording  Share  Add Co-Presenters  Enable Webcams  Invite Others  Settings  Help
® v Chairperson (Presenter)

Click the Start Meeting
S X button to begin your

o web conference.

Call-In: 3035551212 US Toll
Access Code: 0000000

Edit Phonebook: n

®, Participant Feedback O -
Q&A Questions | Answered ‘
~ Presentation
T Add Slides i E
[ Add pois
<Type message here> E Add Video
<Select Chat Recipient> Send x Remove

Participants Panel

The Participants Panel lists all participants who have joined the meeting, including the chairperson. Web meeting
participants are listed under the Participants heading and audio conference participants are listed under the Audio
Confrols heading.

& Participants E

~ Webi5  Hands Raised: 0
~ Chairperson (Presenter)
v Bozf

~ JonD
v SalyQ
.

L
L
L
L
L Santi L

Audie: 5

v Chairperson
v Bozf
~ JonD

¥ Sally Q (Speaking)
~  Santil

DE0D D

« Participants arelisted astheyjointhe meeting.Iftheyjoin before the meetinghasstarted, they arelisted asbeingin the lobby.

» Foron-demand meetings, passing the cursor over a participant displays the registrationinformation forthat participant.
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« Clickingtherightmouse buttononaweb participantbrings up amenu of opfionsfor that participant.

@ denD
® ~ SallyQ Lower Hand
® ~ Santil Chat
Disconnect
Promote to Co-Presenter
Promote And Request Control Of Desktop
* Audio: 3
. Lower All Hands
49 v Chairpersor
& v BozF Grant Control of My Applications
@ ~ JonD Grant Control Of Desktop
@& v SallvQ

Lower Hand lowers the participant’s handifitis raised.
- Chat opens a separate window for the chairperson and co-presenters to chat with the participant.
Disconnect removes the participant from the meeting.

Promoteto Co-Presentermakesthe participantaco-presenter. Ameetingcanhave multiple co-presenters.
Co-presentershave accesstoallthesamemeetingcontrolsasthe chairpersonandcandoeverythingthe chairperson
candoexceptappointotherco-presenters, disconnect the chairperson orotherco-presenters, ormanagethe audio
conference controls.

Lower AllHands lowers all participants’ hands that are currently raised.

GrantControlof My Applicationsgrantscontrol of selected applicationsto anotherparticipant orco-presenter. Until
controlis revoked, the grantor and grantee share control of the applications.

Grant Control of Desktop grants control of the desktop to another participant or co-presenter. Until controlisrevoked,
the grantor and grantee share control of the deskfop.

« Clickingtherightmouse buttononaweb participantbrings up amenu of optionsforthat participant.

* Audio: 5

4# -~ Chairperson (Speaking)

LBl e

o~ Jonl _
Disconnect

oo~ Sally

S v Sant Play Mame

Add To Phonebook

Rename

Mute/Unmute mutesorunmutesthe participant’sphoneline. Participants can mute andunmute themselves, aswell,
using their phone keypad if they are participating in the audio portion of the meeting from their phone or the options
in the interface if they are using their computer.

Disconnect disconnects the participant from the audio conference.

PlayNameplaysbackthe participant’sname.Namesare only available forplaybackifthe Name Record optionisset.
- Add toPhonebook displays the new entry dialog to enter the parficipant in the phonebook.

Renameallowsyoutoreplacethelistednumberornameforthe participantwithanewname.
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Audio Controls Panel

The Audio Controlspanelprovidescontrolsformanaging an audio conference. Only the chairpersonhasaccessto
the audio controls.

To start an audio conference from the Audio Confrols panel:
1. Clickthe Call Me button. This displays the Call My Phone dialogue.

. Audio -

&2 Use Computer L Call Me

or
Call-In: 3035551212 U5 Toll

Access Code: 0000000
Edit Phoneboak [}

2. Enterthe phonenumberofthe phoneyouwillbe usingforthe audioconference, beginningwiththe area
code. Enfer only numbers; spaces and special characters areignored.

3. Ifyou are outside the United States or Canada, choose the country where you are located from the drop-down
list.

4. Click the Call My Phone button. When your phone rings, answer it and follow the verbal prompts to join
andstart the audio conference.

After the audio conference has begun, the Audio Confrols panel displays the audio controls:

. Audio 7
& Mute All & Unmute All O Operator
<Type phone number> | Dial Cut B3

¥! Listen Only  © Continuation o Lock Audio

o Mute All mutes all participants. You can mute individual participantsin the Participants Panel.
* Unmute Allunmutes all participants. You can unmute individual participants fromthe Participants Panel.

« Operator displays a dialog to speak with an operator in private, or invite the operator to join the conference. When you
request an operator, the Operator button changes fo a Cancel button so the request can be cancelled if necessary.

» The Phone Number textbox allowsyoutoenteraphone numbertodialoutand add aparticipanttothe conference.Special
charactersandspacesinthenumberareignored, buttheareacodeisrequired. A*011" prefixisrequired forphone numbers
outside the United States and Canada.

« The Phonebook icon displays the Phonebook window to manage phonebook entries.

o Dial Out dials out to the number enteredin the text box. Your conversation is private until you admit the person to the
conference.

« Listen Only makes the conference a listen-only conference. You can unmute individual participants but participants cannot
unmute themselves.

« Continuation confinues the audio conference after the chairperson has disconnected from the calll.

« Lock Audio locks the audio conference and prevents new participants fromjoining. However, you canstill dial out and add
participants to the conference.

An audio conference ends when the chairperson disconnects, or in continuation mode, when the last participant drops.
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Q&A and Chat Panel

®, Participant Feedback g -

O&h Cuestions Answered |

= Type message herex>

<5elect Chat Recipient= e Send

There are three different tabs in the Chat panel that the chairperson, co-presenters can use to communicate with one
another and participants during a live web meeting.

- The Q&A/Chat tabis where all the comments can go that are not in the form of a question.

- The Questions tab willbe populated with allchat messages that participants “Flag as Question.”

- The Answered tab populates with allQuestions flagged as *Answered.”

» The newsetting cogwillhave an option to Enable /Disable chat, depending on current state.

®, Participant Feedback O -

Dizable Chat
Cuestions Answered

- Todisable chat duringameeting, clickonthelinkatthetop of Chatpanel.
o While chat is disabled, participants’ chat panels disappear.
o While chatisdisabled, the Enable Chatlinkenables chat andredisplays participants' chat panels.
» The main part of the Chat panel shows arecord of all chat messages. To send a chat, first select arecipient from the
drop-down list at the bottom of the panel. Messages can be sent to all participants, to all co-presenters, or to individual

participants or co-presenters. Selecting arecipient displays a one-line text entry box to type the message. To
sendthemessage, clickthe Send button.
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WEB MEETING MANAGEMENTCONTROLS
(> ® ek I = % O

Start Meeting Start Recording Share  Add Co-Presenters Enable Webcams Invite Others Settings Help

Start / Stop Meeting

« The StartMeeting icon starts a web meeting. For on-demand web meetings, the Conference Security Passcode dialog
appears, if enabled by optionssettings. Thislets the chairperson set an optional security code that participants are required
toentertojointhe meeting.

o If an optionalsecurity passcodeis used, itis only in effect forthat meeting.

» During aweb meeting, click the Stop Meetingiconto end the meeting.

Record / End Meeting

« The Start Recordingicon (greyed out until the meeting has been started) records a meeting. The recordingincludes
everything participants see and hear during the meeting, including slides, polls, and shared applications. The webcam
stream is not recorded. The web portion is synchronized with the audio portion of the meeting in the recording. The
Recording Name dialog lets you name the recording.

» Youcanaccess, manage, and editrecordingsfromthe Manage Recordings linkin the Conference Center.

« Clickthe EndRecordingicon at any fime during a meeting to end therecording.

Share Applications or Desktop

 The Shareicon shares specific applications on your desktop or your entire desktop with meeting participants.
Share Desktop and Applications 4
Select the desktop or applications to share.
Menitor 13 16001200 (primary) ~

(@) Share Desktop
O Share Applications

Application Frame Host &

Cisco Jabber

Conference Controls
ﬁDeIISmar‘tSettings

Evernote

Firefox

Google Chrome

Microsoft Excel

Microsoft Outlook w

Conce

 The Share Desktopicon sharesyour desktop withmeeting participantssothat you candemonstrate actions orshow content
in other windows. The Conference Confrols window goes away and is replaced with the Sharing Control Bar (more details

below).

« Tostop sharing your desktop and return fo the Conference Controls window, click the greenicon on the left of the Sharing
Control Bar.

 The Share Applications dialog that appearslists the applications currently running on your computer. You can select one or
more ofthese applicationstoshare. Participantssee only the applicationsyouselect.

* Youalsohavetheabilitytochoose asecondary screenormonitortosharewhendesktop / applicationsharing.
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Grant Control
» To grant control to a participant, the participant must be promoted to Co-Presenter.

» The Grant Control option in the right click menu grants controls of the individual applications or your entire desktop to
a meeting co-presenter.

» The Grant Control dialog that appears provides a choice between granting control of your enfire deskfop or selected
applications. Applications currently running on your computer are listed in the left pane and participants are listed in the
right pane.

- Togrant control of your entire computer, choose Grant Control of Desktop and then select a participant from the list of
participants.

- Togrant control of individual applications, choose Grant Control of Selected Applications, select one ormore
applicationsforthe list of applications, and thenselect a participant from the list of participants.

Sharing Control Bar

E(—‘.‘Il‘ﬁ‘ A I A B

 The Sharing ControlBarappearswheneveryou share applications or grant control of the desktop orindividual applications,
temporarily replacing the Conference Confrols window.

« Clickandholdtheellipses on the far left of the bar fodragittoanewlocationonthescreen.The controlbarappears
horizontallywhenyou dragit tothe top orboftom of the screen, and vertically when you dragit to the left orright. It also
snapstothe edgesofthescreen.

« The Left Arrow € iconendssharing or control and retums to the Conference Controls window in slide sharing mode.

« The Record ® icon starts or stops recording the meeting.

e The Pause n icon pausessharing. Once paused, the participants will continue to see what was last shared on the screen
until the “play” button isselected.

» The Share & icon allows you fo share individual applications or your desktop with meeting participants.
o The Participants & icon displays a list of participants.
« ThePhone % icondisplaysthe audio controlpanel.

« The Chat ®icon opensthe chat controls.

« The Annotate ¢ icon allows you to add emphasis or direct attention to the specific content you are sharing through
the use of a highlighter, pen, and/or bullets.

« The Help ? icon adds the text name of each button in the sharing control bar.

e The Minimize = icon minimizes the Sharing Confrol Bar. In Windows, double-click the Web Meeting tray icon in the task
bartoredisplayit.InMac OS® right click the Web Meetingiconinthe dock andselectthe Web Meeting Conference Controls
opftion.

« Tostop ameetingwhile sharing withoutreturningto the Conference Controlswindow, clickonthe Web Meeting fray iconin
thetaskbarandselectthe Stop Meeting optionfromthe pop-up menu.
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Enable Webcams

-
« Tostart, clickonthe Enable Webcams button freeeneeeans

» Your webcam will automatically be shared, once you select Enable Webcams

« Click the Seftings icon fo select a different webcam .

« To stop sharing your webcam, click the Stop Sharing My Webcam button .

« To disable the use of video for everyone, select the Disable Webcams button.

Invite Others

« The Invite Othersicon invites participants while a meeting is in session. This launches your default mail client with a default
message thatincludesalinkto the Participant Registrationweb page forthe meeting. The Invite Othersiconisonly available
for on-demand meetings.

Options
The Options icon changes Web and Audio conference settings.

* Web Options

Prompt for Security Passcode for Web Conference:If checked, the Conference Security Passcode dialog appears when
you starf an on-demandweb meeting, allowing you to set an optionalsecurity code that partficipants arerequired to
entertojoinameeting.

- Show warning before sharing Desktop: If checked, the Share Warning dialog appears when you share or grant control
of your desktop.

- Sharing Performance: Use the slider to control sharing performance. The higher the quality, the lower the speed, and
vice-versa.
 Audio Options
- The Enfry Announcement settings control the announcement you hear.
o Tone (future conferences): Plays a tone when participants join and leave the conference (default).
o Silent: Participantsjoinandleavethe conferencesilently.

o Name: Participants are prompted to say their names when they dial info an audio conference and the names are
announced as they join and leave the conference. This optionis only available if you check the Name record option below.

o Namerecord(currenté&futureconferences): Participantsare promptedtosaytheirnameswhentheydialinto
an audio conference, regardless of the entry announcement mode setting. The chairperson can play back recorded
names during an audio conference from the Participants panel.

o Save settings for future conferences: Saves the current Enfry Announcement settings for future conferences

* Quick Start (future conferences only): Allows the audio conference to begin before the chairperson arrives. The setting
takes affect for future audio conferences only.

» AutoConference Continuation: Sefs the default fo allow audio conferencesto contfinue even afterthe chairperson
disconnects. The chairperson can turn confinuation off during a conference from the Audio Confrols panel or from the phone

keypad.
 Advanced Options

EnableTitle Bar Button: Choose this option to display the Sharing, Not Sharing, and Confrolled buttonsin application
fitlebarswhenyoushare applicationsorgrant control (default).

Enable ApplicationSharing: Choose thisoptiontfo enable sharingand granting controlofindividual applications
(default). If you change this setting, you must close and reopen the Conference Controls window for the change to
take effect.
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WEB MEETING PRESENTATION CONTROLS

+ Presentation

L Add Slides
4 Add polis
Ml Add video
R remove

Insert & Manage

o AddSlides

- ThelnsertSlidesiconuploads and addsslides or.pdffilesto your presentation. This displays a dialog foryou to
navigate to the file with the slide(s) you want to insert. By default, slides are inserted after the currently selected slide
orpoll.

- Supported formats are: PowerPoint (.ppt), PowerPoint 2007 (.pptx), .jpg. .png. .gif, .joeg and mp. PowerPoint
presentations are converted to multiple slides and inserted. All other formats are inserted as single slides.

- Youcanhaveupto200slides orpolls at any fime persubscription, whichremain untilyou delete them. If you attempt to
insert more than this, the slides or polls exceeding the 200 limit are not inserfed and a message is displayed to ask you
to delete existing slides or polls to make room for the new ones.

Ifyou are uploading a.pdffile, anewslide willbe created foreach page of the .pdffile and willbe able tobe pushedjust
like a slide to the conference participants.

* Add Polls

- ThelnsertPolliconincludesapollinyourpresentation afterthe currently selectedslide orpoll. Thisdisplays the Poll
Management dialog.

- Youcaninsert asaved pollthat was previously created or create a new polltoinsert. Toinsert asaved poll, select the
desiredpollguestionfromthelistofSavedPollsand make sure the pollshowninthe PollPreviewisthe one youwant.
Then click the Insert button. The pollisinserted after the selected, or current, slide or poll. Polls can be inserted before or
duringameeting.

- Apollconsists of aquestion, aquestion type, and one ormore responses. You can choose fromsix question types:
o Yes/No: The questionrequires asimple yesorno answer.

0 Multiple Choice/Single Answer: The question requires participants to choose a single answer from one or more
choices.

0 Multiple Choice/Multiple Answer: The question requires participants to choose one or more answers from a
variety ofchoices.

o Text/Comments Box: The question requires a written response.

o RankingPoll: The questionrequiresparticipantstorankalistof choicesfrom 1 fonwherenisthe number of
choices. Each choice must be given a unique rank.

o OpinionPoll: The questionrequires participantstorate therelativeimportance of something from “Strongly
Agree” to “Strongly Disagree” or “Not Applicable.”
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» The New Pollbuttoninthe PollManagement dialog displays the Create Poll dialog. Follow these steps to create anew poll:

1. Compose the pollquestionin the Question Text box.
2. Selectaquestiontype fromthe Question Typedrop-downlist.

3. Forall question types except Yes/No, Text/Comments, and Opinion Poll, enter one or more answers in
the Answers text box. Afterentering each answer, click the Add buttonto addit to the list of answers
displayed. Todelete an answer, selectit from the list and click the Remove button. Use the up and down
arrowiconstoreorderthelistof answers.

4. Clickthe Save button tosave the poll. The pollis added to the list of saved polls for you toinsertin a
meeting presentation.

5. Toedit asaved poll, selectit from the list of saved pollsin the Poll Management dialog and click the Edit
button. This displays the Edit Poll dialog, whichisthe same asthe Create Poll dialog described above.

6. Todelete asaved poll, selectit from the list of saved polls and click the Delete button.

» Duringameeting, participantssee only the polland then optionally, the pollresults. The chairperson and co-presenters also
see asummary of responses. The results and response summary update confinuously until the pollis closed.

« The chairperson and co-presenters can participate in the poll, or click the Skip to Results button to see the results of the poll.

» Youcan controlwhetherornot participants see the pollresults by checking orunchecking the Display Results to Participants
box above the response summary. Click the Close Poll button to close the poll, or proceed to the next slide or poll. Once a
pollis closed, participants can no longer submitresponses. However, you can go back fo a closed pollto show participants
theresults of thatpoll.

» AddVideo
- The Add Video icon allows you to upload a pre-recorded video into alive web meeting.
How to upload your video clip:
1. Inthe Web Meeting Conference Controls, locate the Video button under the Insert and Manage section.
2. Inthe dialog boxthat opens, click Add New Video.
3. Locate the video or audio clip from your desktop you wish to upload and click Open.
o Supportedfilestypesareflv,mp4, mpeg, swf, wmv, mp3, wav,andwma.
o Themaximumsize of avideo clip that canbe uploadedis 100MB.
o Youmay keep up to 10 video clips in your video management library.

4. Oncethevideoclipisdone processing, itisavailable forinsertinginto your presentation.

NOTE: Processing can take up fo two hours, depending on video size andlength. Please give yourself plenty of fime
to upload your video clip before your live meeting.

» How toinsert and play your video clip:
1. Inthe Web Meeting conference controls, locate the Video button under the Insert & Manage section.

2. Locatethe desiredvideo andclickInsert.The video willbe available inthe slide presentation at the
bottom of your Web Meeting conference controls.

3. The video clip willnow be available in your slide presentafion. You many click and drag the video clip
thumbnail to the desired location within your presentation.

4. Toplaythe video clip for your participants, simply double click the video thumbnail in your slide
presentation.The video clipwillload briefly andtheninstructyoutoclickthe play buttontostartyour
video (located onthelowerleft-hand corner of the playback window).

¢« Remove

- The Removeicon deletes the currently selected slide(s) or poll(s). Deleted slides are removed permanently from your
subscription. Deleting a pollremovesit from the presentation, but the pollremainsin your subscription untilyou delete
itfromthelist of saved polls.
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Slide Control Bar
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Stop Meeting Start Recording Share  Add Co-Presenters Enable Webcams Invite Others Settings Help

Annotation Tools Previous/Next Full Screen

« Annotation Tools

Pointers

o ThePointericon activates the current pointer for the slide. Choose from four different pointer styles. When you
click withthe pointeron aslide, animage of the pointerisleftin thatlocation.

Highlighters
o TheHighlightericonactivatesthe currenthighlighter. Choose fromthree differentcolors. Clickandholdthe
highlighter to highlight portions of the slide. The highlighter works like an actual highlighting pen, allowing text
and graphicsin the slide to show through.
Pens

o ThePeniconactivatesthe currentpen. Choose fromfourdifferent colors. Clickandholdthe penasyoudraw
ontheslide.

Erasers

o The Eraser icon erases individual markings on the slide. Position the dot next fo the eraser on the marking you
want to erase and click the leff mouse key. The entire markingis erased.

o TheEraseAlliconerasesallannotationsandhighlightsontheslide.

 Full Screen & Previous and Next Slide Button
- Thesearealllocated atthe top of the slide bar.
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ENHANCED VIDEO CONFERENCING

Overview

We have updated our video conferencing solution to support the move to HTML5 from Adobe Flash player. Using
WebRTC technology we are providing HD video, no plugin required (for Chrome and Firefox), and a smoother video
conferencing experience.

Improvements: HD video, up to sixwebcamfeeds displayed simultaneously, active speakerrotation, lesslag, more
confrol over size of webcam feeds

Limitations: We recommend no more than twenty-five participants join your web meeting.

« Thereisnoformal caplike withthe old video conferencing solution. Asmany people canjoinyourweb meetingandsee the
webcam feed as youinvite, but the more people that join and the more people that share will degrade your conference quality

* CPUintensive—Werecommend thatthe userhardwireintotheirinternet, pluginto apowersource, close unnecessary
applications, and limit the participants joining their meeting and sharing webcams

SYSTEM REQUIREMENTS

Browsers:

Chrome - plugin free

Firefox - plugin free

IE 11+ with the Temasys plugin
Safari 9+ with the Temasys plugin

Note: webcam feeds are not available on mobile devices

Webcams:

Most infegrated webcams or USB webcams are supported. Mobile devices and H.323 based in-room video
conferencing systems are not supported.

Note: The user must have arecording device (some sort of microphone) enabled on theirmachine in order for their
webcamtobedetected.Seebelow fortroubleshootinginformationifawebcam cannotbe detected.

Resolution size of webcam feed

We askand attempttodisplay the video feedin 720p, butsince the solutionis dynamic, meaningit adjusts to the size
of your browser window, this could change. Depending on which browser a useris logged into, the EVC panel will
display the feeds slightly differently.

Chrome: We manipulate the webcam feed tofillup the enfirety of abox. Depending onhow many participants are
sharing and how large your browser window is, theses boxes will change size and dimension.

Internet Explorer: We presentthe entirety of the webcamfeedinthe EVC panel. We donot scale ormanipulate the
video feed. We present whatever your webcam shares with us. This may result in customers stafing that IE’s video
quality is superior fo Chrome.
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Helpful Details

 IncognitoModeisnotsupported-Ifaparticipanthasjoinedthe meetinginincognitoMode, theywillnotbe abletoshare their
webcam. They should rejoin the meeting in normal mode.

« Sharing a webcam will not work if third-party cookies are blocked in the browser settings.

» Webcams are not automatically shared in Chrome. Users will need to select “Share My Webcam” af the bottom of the webcam
panel.

» Webcamsare automaticallysharedinlE.Userswillneedtoselect “Stop SharingMy Webcam™ afterjoiningifthey donotwant
toshare.

o There must be an enabledrecording device (mic) onthe computerfor the webcamto be detected.

Enabling camera and microphone

A parficipant must grant us access to their camera and microphone in order to use the video conferencing

functionality. This will happen in the browser the first fime a participant uses this solution.
.|

. . x
webmeeting foxden.io wants to

B Use your camera and microphone

Allow Block

If they were o select Block then we would not be able to access theircamera or mic. If they do so accidentally they must
firstchangethisinthe browser.They shouldlooktothe end ofthe addressbarforacameraiconwitharedsquare onit.

Select the camera and choni;e the radio bubble to select *Always allow...”

This page has been blocked from accessing your microphone.

Always allow https://core.callinfo.com to access your camera and microphone

#, Continue blocking camera and microphone access
Microphone: | Default

Camera: Integrated Webcam (1bcf:289b) ~

Manage media settings...

Refresh the web page and they should now be able to share.
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If the camera and mic are enabled in the browser, check the “Recording Devices” setting. At least one device
must be enabled (this is for chairperson and participant)

! Open Volume Mixer

Playback devices
Recording devices

Sounds

Troubleshoot sound problems

Iu/4/2010

Once you have enabled a device, go back to your browser and refresh your feed or have the chairperson disable then
re-enablewebcams.

Use the cog wheel at the bottom left of the EVCC panel to change your selected mic and camera after you make
sure that you have allowed the devices via the browser

Share My Webcam {6}

X
Settings
Video Input
Integrated Webcam (1bcf:289b) -
Audio Input
Default v
/ \
( Done )
N ,//
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