@) InterCall CONFERENCING & COLLABORATION

USER GUIDE

InterCall Online

Reservationless-Plus® Web Moderator

The web-enabled conferencing feature of Reservationless-Plus adds
the power of the Internet to your audio call. It turns your call into an
integrated experience that adds impact to your message, increases
conference participation and puts you in control with a click of your
mouse.

Logging In
1. Goto

2. Enter your username and password. If you are a first-time user enter your
owner number in the Username field and your web PIN in the Password field.
You will be prompted to create a unique username and password which you
will use to log into the site going forward.

Pre-Meeting

To have a more organized meeting, you have the option of setting up all your call
details ahead of time. You can load your presentations, schedule the conference,
define polling questions and even send out automatic email notifications to your
conference call participants.

UPLOADING PRESENTATIONS

There are three areas from which to load a presentation:

e Inthe My Library section of InterCall Online
e  While scheduling your conference (see Scheduling Your Meeting below)

e During your conference call (see Managing Your Meeting below)

(**Please note that additional charges apply for uploading presentations. Please see your Account
Manager for details.)
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APAC Customer Service:

Australia
1800 468 225
+61 2 8295 9000

China
400 6309 039 (Mobhile)
800 8700 311 (Landline)

Hong Kong
800 901 603
+852 3073 0418

India
1800 3010 5500

Japan
0120 941 635
+81 34580 7805

Korea
0079 8612 1104

Malaysia
1800 801 191

New Zealand
0800 443 589

Singapore
1800 468 2255
+65 6468 2255

Other Countries
+65 6468 2255

west InterCall is a subsidiary
of West Corporation



http://www-apac.intercallonline.com/
http://www.intercallapac.com/
mailto:cservice@intercallapac.com

ﬂ CONFERENCING & COLLABORATION

My Library - Adding a Presentation
1. Goto My Library and select My Presentations. This

Ay Reservationless-Plus Presentations

® Upload a presentation then click Refresh List. Ensure your presentation is a valid PowerPoint document with ppt

page Wi” dISplay any presentatlons that you have file extension and not larger than 15Mb in size.
previously saved along with the date and time it was  FEsERVATIONLESS-PLUS PRESENTATIONS
. ] Topic Date Uploaded Time Uploaded
uploaded to InterCall Online. ] iy ot s wasans wersan
|:| ‘WebConnect 16/08/2006 04:43:29 AM
2. Click Upload Presentations. ] creoamicrucii it o
D CP Module 1 training 10/07/2006 05:30:02 AN
3. Click Browse to find your file.
4. Choose the file you would like to upload.
X . . . . W4 e | Add New Presentation
5. Define the slide size (typically Medium). =
6. C||Ck Upload @  Pleasefifl the details below and click Upload"
7. You will return to your Presentation Library page. Select *- Reguired Fislds
Refresh List to view your newly added presentation. *  File Name: |

*  Title:

My Library - Deleting a Presentation
1. Click the checkbox to the left of the topic name.

Shide Size: | Medium

2. Select Delete Checked Presentations.

SCHEDULING YOUR MEETING

1. You can schedule your meeting directly from your Home page or by selecting My Meetings.

2. Click Schedule A Meeting from either location. Sa—
MEETING DETAILS
3. Se|eCt Reservationless'PIuS and Click Continue. To add additional conference numbers, please call 800-374-2441
4 Complete the Meet|ng |nf0rmat|0n SeCtlon W|th the date, tlmey :-Fﬁ:zz=::;:;7ru|ﬁtneful\ow\ng Caonference Numbers for this reservations
time zone and duration Of the Ca”. |dent|fy the SChedu|er/Ca|| Resenvationless-Plus Toll-Free DiaHin Number  (888) 698-6934
organizer and C“Ck Continue' Resenvationless-Plus International Dial-in Number (702) 539-4180
5. Onthe Participant List page, identify participants to invite to = He
your call either by selecting them from your pre-defined T e =
. . . . o . * Time Zone (GMT-12:00) Eniwetok, Kwajal >~ @
distribution list or by adding them manually to the form on this . S e 0”3’“‘”” .
page. End Time NiA
6. Check the Send Notice box if you prefer your participants to e o
receive an immediate email notice of the call. Check the Send
. . . . . . SCHEDULER/ CALL ORGANIZER
Reminder box if you would like them to receive a reminder email R ———

up to 10 minutes prior to your call's start time. * FirstName

7. If you would like to receive an email invite or _
reminder yourself, select your name from the | poriipe ]
participant ”St Shown on the Screen, CheCk the tWO a Select the features for your call by completing the relevant fields
boxes and add your email address in the appropriate TN

field. QUESTIONS ANSWERS

What colour is 2 rainbow? Blue

8. Once you have completed adding invitees to your
call, click Continue.

Yellowe
Multi-calour
Black

9. The Polling page allows you to pre-define polling
questions for the call. These questions will be
available to you within the Web Moderator. (You can
also define polling questions during your call-see
below for details.)

8 NS DR W NS

2 10F1 wn i Add Question Delete Question

10. Check the Polling box; enter your question and
answers. To add additional questions click Add
Question at the bottom of the screen.
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ﬂ CONFERENCING & COLLABORATION

1. When you have completed the polling section, click Continue.

12.  Any presentations that you previously uploaded in My Library are available for use. You may also upload a new
presentation by selecting the Upload Presentations box and following the step-by-step instructions.

13. When you have finished uploading your
presentations, click Submit and a

confirmation will appear. You will also

@ Click Continue to retum to Iy Meetings page

have the Option to download the call Your meeting has been scheduled in our systems. Should you need to edit this meeting,
directly to your calendar. E:.:Tﬂ;;iiil;wigm starttime and selectthe "My Meetings™ to make changes.

14. Click Continue to return to the My Conference ID 284213
Meetings page Downioad Gerference to Calendar Cies fle

Starting Your Meeting

You have the option to start an unscheduled or a pre-scheduled meeting from InterCall Online and access the Web
Moderator.

UNSCHEDULED MEETING

1. Select Start Instant Meeting from Today's Today's Upcoming Mestings

Upcoming Meetings section on your Home page Scheckle My pamteg Siart natantlieetng %3

or your My Meetings page.

B DateTime Topic Leagsr Hams  Owner Confare._ | Mastng N Daratian
2. If you have more than one option from the

Start Instant Meeting drop-down box, select

Reservationless-Plus.

3. The Web Moderator will open in a separate
window. If you are unable to view it, make sure
pop-up blockers have been turned off in your

browser Pagell lof1 ¥ ¥ Mo Meetings to Display

PRE-SCHEDULED MEETING

1. Choose a listed conference from Today's Upcoming
Meetings section on your Home page or your My

Schedule & Meeting Start an Unzcheduled Meeting | v

. R Dste/Time Topic Leader Mame Ovvner Canf 1D Meeting Murr - Durstion
Meetlngs paqe Tue Aug 19 2005 4:00 Ph TestUser1 Testlzerd 279502 1)
2. Click Start.
3. The Web Moderator will open in a separate window. If
you are unable to view it, make sure pop-up blockers
have been turned off in your browser.
4 PageoFl L | Display meetings 1 - 1 of 1
Cancel Meeting Stal
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ﬂ CONFERENCING & COLLABORATION

Managing Your Meeting

Easily take control of your conference by managing your call online.

1. Dial Participants: Have the Web Moderator dial-out to you to start your 2
call and to your participants to join your call.

o

o

Upload new presentation

Chonse a Presentation:

YWelcome vH Refresh List ]E

Select a Slide:

Present Mode u"‘m

Enter a name and phone number.

Click Dial Now.

Once you hear the person on the line, click Connect.
Continue this process if you would like to dial-out to others.

WWW.INTERCALLAPAC.COM

Dial
Participants

Poll
Participants

Phane Caonference
Present It Notes
Record [. -
Conference by >

It's not about technology.....
It's about getting things done.

= O]
Dial Out to Participant
Particpant Name
ComtiyRogion | United Stetes (+1) -
Fiease anter thia Fartisipent s shone number, ncleding ama cote
Phone Humbar 1
Patbsipant il be dialed a1
Instructions ;
oR
1. PUtinthe paicpants name
2. Futinthe phane number (please da not use
dashes or parentneses)
3. When Gaticigant ansvers, CIick e green
connect biston 1o connect ihe paricipant
| & ® et
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ﬁ CONFERENCING & COLLABORATION

2. Poll Participants: Select from pre-defined polling
questions or submit an ad-hoc poll during your call. Participant Polling Question .
o To use pre-defined questions, choose the question Fedetnon olind Questions Participant Polling Question 1
you want to submit. A new window will open ||St|ng Questions Status Enter the text for 2 new Question below.
your question. Click Submit Question to present it ow ofenilvouuse  Unsubmited T
P ihis proguciioryour roduc or your meetings?
to your participants. meetings? product for y cing
o To add a new question, click Ask Question. A new Ask Question
window will appear. Enter your question to submit ﬁ =
to your participants. Besponse Type:
y p p Mulitple Choice VI
1 Daily
2weekly
3'Mun1hly
4'Spuradic
5] - -
&r_____________
Submit Question I Cancel |
3. Present It: Upload presentations and navigate through your presentations.
o Upload a new presentation. o Choose your slide order.
o Select one of your previously uploaded presentations. o Preview your presentation.
4 Phone BOOk ACCGSS your phone bOOk to dlal_out to Bl Moderator Address Book - Microsoft Internet Explorer i [=]

participants. Phone Book

. . o . . ist: | Srhei 2] PArtin 5 ¥
o A new window will open displaying a default list of e el

participants scheduled to attend your conference. g i R
o Select from the pull-down list or other lists you have stored First Hame | LastName | Phone Number |
. T Joseph Smith hhh-Hh5-1134
in your phone book. O Bl Jones 585-656-U816
m Sally Dos 123-234-1567

<2

a

5. Confgrence Not'es: Post information y.oy would 'Iike your Ponfarince Notas:
participants to view (read-only for participants), i.e., reminder PG Taait, |

fOF your next meeting, Don't TOrget OUr Next meeting
scheduled for Fridav at nocm!|

o A new window will appear displaying a text box to enter

your notes. i
o Once complete, click Save and Close.
o Any conference notes saved during your meeting will be
included in your post-conference email.
6. Record Conference: Recorq your conference for a live TThe o 15 fow OfF, Fyou srould Bka to hegin
broadcast stream or to archive your broadcast for later the recording of your conference, please click on
lavback the Start button below. To end the recording, please
playback. click on the Stop button below.

o A new window will open displaying the record buttons.
o To begin recording, click Start.

o Toend recording, click Stop. Cancel |

7. Help: You and your participants can access online help if required.
8. Upload a New Presentation: Load a new presentation on the spot to use during your current meeting.

o Click Upload a New Presentation.
o Enter File Description (name of file).
o Click Browse to find your presentation. Select your presentation and click Upload.
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ﬂ CONFERENCING & COLLABORATION

9. Presentation List: Select any of your presentations you have previously uploaded. You can access up to three
presentations per conference.

10. Slide List: Highlight the slide you wish to present to your participants.

1. Preview/Present Mode: Choose to preview or
present your presentation and flip from slide to Present Mode ﬂ\

slide.

I This key allows you to go to the next slide. I

This key allows you to switch between preview
[your audience does not =ee the slides moving)
and present mode.

This key allows you to go to the previous slide. I

12. Data Presentation: Your data presentation will appear here. The green outline signifies you are in presentation
mode. A red outline signifies you are in preview mode.

13. Who's on the Phone: View a list of your participants that have joined the audio portion of your meeting.
14. Who's on the Web: View a list of your participants that have joined the web portion of your meeting.

15. Who's got a Question: Alerts you when a participant has a question. When selected, a new window will open
displaying the question and the inquirer.

16. Log Out: Once you have finished your meeting, be sure to log out of the Web Moderator.

Online Audio Controls

To view your audio participants on your Reservationless-Plus conference, select Who's on the Phone. The following
moderator window will appear:

Phone Participants

[+ A]lwwparhmpams to continue the conference afier the leader d.lscnnnecis-‘m

. Enahle wai mom ammlml:ement‘. @
Muie Unml.rrs Loch O Era tor HGH 5 P
i N\ B Names
v| m—. 1 esimatum | hdain Transfer Selected

m Location: | kain ( )

— = & s

. Main IN CONFERENCE 0137526027 0137526027

I:‘ ‘ﬁ hlain IN CONFERENCE 9137526957 9137526957 43}) » @

M Cancel

Auto Continuation: Allow participants to continue with the conference after you have disconnected.

—_

Waiting Room: Enable the waiting room announcement.
Mute All: Mute all participant lines except the leader’s line.
Unmute All: Unmute all participant lines.

Lock Conference: Lock your conference so that no other participants can join.

S T o

End Conference: Disconnect all participants by ending your main conference and sub-conferences.
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ﬂ CONFERENCING & COLLABORATION

7. Operator Request: Request an operator to join your Operator Request

conference or speak with you privately.
Flease selectwhetheryou would like to speakto an

8. Roll Call: Play the name recordings that were captured operator privately, or have an operator join your conference:
when dialing into your conference. Private Cararemce
Reguest Reguest

9. Edit Names: Edit the name listed for each participant

ELOSE
selected.

10. Location: Select the conference or sub-conference you
would like to join.

1. Join: Join the conference or sub-conference you have selected.
12. Destination: Select the destination you would like to move selected participants.

13. Transfer Selected: Transfer the selected participant(s) to the conference or sub-conference destination that
has been selected.

14. Selection: Designate which participants should be included in your selected function.

15. Type: Display the participant type, with the gavel representing the leader of the conference.

16. Conference: Display the conference or sub-conference in which a participant is located.

17. Status: Display the conference status of the participant.

18. Phone: Display the ANI from which the participant originated.

19. Name: Display the ANI from which the participant originated unless edited to reflect the participant’'s name.
20. Mute: Display whether a participant is muted or unmuted.

21. Disconnect: Disconnect a participant by clicking the checkmark.

22. Dial: Reconnect a participant that was disconnected.

23. Play Name: Play the recorded name for that participant.

24. Cancel: Close the current window.

SUB-CONFERENCE

The Location drop-down allows you to view your participants in the main conference room, any of the 15 available sub-
conference rooms or all of the rooms simultaneously.

Phone Participants
Allow participants to continue the conference after the leader disconnecis
I SRR P e R B o
Imah'nn: Desﬁnaﬁnn:‘ kain . | [ Transfer Selected ]
" Tie| Comoronce | s | Prone | wame | mas | Discomect | Dial | Piayname |
0 Main INCONFERENCE 8137523133 9137523133 :q,)) ® @
0 Ao Main INCONFERENCE 8137528857 9137526957 :q,)) ® @
X cancel
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Moving Participants to a Sub-Confere

1. Check the box for the participant(s)
you would like to move.

2. Open the Destination drop-down
menu.

3. Select one of the 15 sub-conference
rooms.

4. Click Transfer Selected to place all
checked participants into that sub-
conference.

5. A new window will appear to
confirm your requested
transaction.

6. Click OK to continue or Cancel to
end your request.

7. If you have selected OK, the

participant(s) will be moved to the
selected sub-conference and those
participant(s) will no longer appear
in the main conference room.

Viewing All Participants on the Phone

nce

Phone Participants
[¥] Allow participants to continue the afier the leader
Location:| hain (2] - Destination:| Syb-Conferencel v Transter Selected
Main
| uwe| Conference | o | _Disconnect _|_pial | _PiayName
Wain INCONFERENCE 9137523133 Sub-Conforonced 4,)) x O
Sub-Conferenced
O o Main INCONFERENCE 9437526057 Sub-Confersnceh ) X
Sub-Conferenceb 4 ) @
Sub-Conference?
Sub-Conferencel X cancel
Sub-Conferenced
Sub-Corference10
Sub-Conferencell
Sub-Conferencel2
Sub-Corferencel3
Sub-Conferencel4
Sub-Corferencel5
Phone Participants
[¥] Allow participants to continue the after the

Location:| hain (2)

- Destination:| Sub-Corferencal |« Transter Selected
—mm-m_-m_mm
<0 ®

@l A man IHEo D) ) @
X cancel

Microsoft Internet Explorer
\? tould you like to mave the selected partidpant(s} to Sub-Conferenced

Phone Participants

[ allow 1o continue the afier the

Location: [¥ YT v Destination:| ain v|[ Transter Selected
— )

I S I R T
<)

0137626067

Main

INCONFERENCE 9137626067

X Cancel

1. Go to the Location drop-down menu and change the view to All.
2. The Conference column will show the conference room in which each participant is located.
Phone Participants
[ Allow participanis to continue the after the
Location| Al ) 3 Destination] Main 3
— -m_m
Sub-Conference 1 IN CONFERENCE 8137523133 0137523133 J)) @
D ) hi ain IN CONFERENCE 8137526057 0137526057 4,)) x @
X cancel
Web Participants

Viewing All Participants on the

|__Name | ConnectTime | Disconnect Time | Netwnrk Status

Web * April Park 2008-08-2012:12:19.0
1. Select Who's on the Web. Network Status ® Good Unknown @ Disconnected
2. The foIIovx{mg moderator
window will appear:
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