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1-0 LOGGING IN AND GETTING STARTED

1-0 LOGGING IN AND GETTING STARTED

Because ManageYourConferencing is a website you will need internet access and a browser to use it. To get started open your
internet browser and follow the steps below to log in:

Open your internet browser. Pro-Tip: ManageYourConferencing works best with Internet Explorer 7 or higher.

Type the following address into the address bar without the quotations (the address bar is the long white input

box at the top of the browser as shown in Figure 1-1) : 6www. ManageYour Conferencing. combo.

Once youbve completed step 2, press enter anfgug®a

You will be prompted to enter your Login Name and Password. If you do not have a Login contact your confer-
ence service provider. If you do, enter them into their appropriate boxes. Pro-Tip: The password input box will
hide your characters and replace them with black circles. This is normal and is designed to prevent others from
reading your password off the screen.

br

Once youbve typed in your corlogled ILiomgk nt @ nan tPears stwioe d[ Bdtia kPdr

1-1 LOGGING IN SCREEN
The following illustrations depict the ManageYourConferencing login procedures. Note: Images may be altered to fit on the page.

Figure 1 -1 Browser Address Bar

Browser Address Bar

€] htips ManageYourZonferencing.com V‘ 4 ‘

Type

r3

Awww. ManageYour Conferencing. como

without quotes in the address bar at the top
of your web browser (shown on the right) and
press enter to access the ManageYourCon-
ferencing login screen.

Figure 1 -2 ManageYourConferencing Login Screen

CJ Manage

l Account/User Control Center

Please enter your login credentials below:

Login Name

9 Login Name: | ‘
Type in your Login Name 9 Password
here. If you do not have a Password: | |

login contact your confer-
ence service provider. :

Type your password
here. Your password will
display as black circles
instead of the characters
you type. This is normal.

4. Log In Link

Once youbdbve type in your
Login Name and Password,

click this link to enter the

site.
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2-0 MANAGE YOURCONFERENCING (MYC) OVERVIEW @

2-0 MANAGE YOURCONFERENCING (MYC) OVERVIEW

ManageYourConferencing is a robust client administration tool that you can use to manage, track, and modify your conference
services. Figure 1-1 displays MYC with its default landing paged Reportsd selected. With ManageYourConferencing you can:

- Generate Reports based on your usage and users. Reports are covered in depth in section x.

- View, pay, search and sort your invoices. Invoices are covered in depth in section x.

® View and manage your account details. Account details (Account Info) is covered in depth in section x.
o View and manage your user (code) details. User details (User Info) is covered in depth in section x.

Add users (codes). The ability to add users is covered in depth in section x.

I+

View, search, sort and filter your conference history by users, phone numbers, call types, and conference IDs.

2-1 MANAGE YOURCONFERENCING (MYC) INTERFACE DISSECTION

ManageYourConferencing is constructed of two separate zones which are combined to create the interface. The first zoned
located at the top of the screend houses a static Navigation Menu that appears on every page and always remains the same. The
second zoned located directly beneath the Navigation Menu houses dynamic page content that changes based on your actions.
The below illustration dissects MYC into its separate zones using the Reports Search Screen as the dynamic example for the
lower zone. Note: Images may be altered or condensed to fit on the pages throughout this document.

Figure 2 -1 ManageYourConferencing Interface Dissection (Using the Reports Search Screen for the Example)

Reports Location Invoices Account Details User Details  Add Users Site Settings Version

REPORTS INVOICING > ACCOUNTS > LoGouT

> REPORTS PREFERENCES > V5.9 08-30-2010
A

Static Navigation Menu (section x)

Dynamic Content Window (section x)

v
START DATE END DATE Options: o Fitter
[ oo I e ]
Acct #: [ Company: 1
SMTWTFS SMTWTF S (6]
E E E E E E ﬂ e E & E E E E ﬂ CardName: | | Call Type: All 4

R T s - View Call Records ‘

20f31 1 2 3 4 20K431 1 2 3 4

Find a specific conference by ID #:
Find conferences by ANI:
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3-0 MANAGE YOURCONFERENCING (MYC) COMPONENTS

3-0 MANAGE YOURCONFERENCING (MYC) COMPONENTS

You can think of ManageYourConferencing as your home base for managing your conferencing services. MYC can be broken

down into the following major components:

Figure 3 -1 Navigation Menu (Covered in Section 4)

MYC employs a navigation menu at the top of each page that can be accessed from
anywhere in the web site. Use it check information, change settings and navigate around
the application:

+ Reports + Invoicing

+ Account Info ¢ User Info

+ Pre-Registrations + Preferences

+ Logout + Version Number

The Navigation Menu can be thought of your ManageYourConferencing directory and
control panel. Not only does it grant the ability to navigate the site, it also controls your
personal preferences. Preferences at this time include your the ability to set your desired

REPORTS  ACCOUNTS >

PREFERENCES >
RESOLUTION EXR:(OCI)
STARTUP PAGE- »| 1024X768
1152x864
1280x600

>REPORTS ACCOUNT INFO

USER INFO

PRE-REGISTRATIONS

Figure 3 -1 Navigation Menu

screen resolution (this determines how the MYC fits on your computer screen) and the ability to change your default Startup Page (Startup
Page options include Reports, User Info and Account Info). In addition you can use the Navigation Menu to check the Version Number and

Logout of the site. The Navigation Menu is covered in depth in Section 4.

Figure 3 -2 Reports (Covered in Section 5)

ManageYourConferencing allows you to generate conference reports that can display
your conference history in various ways. Using the reporting feature you can:

Cowe 1D Conpany Nute Cowracr Nus Cowe St #Lecs

Create Detailed Conference Reports
Filter the Results

Drill Down to Conference and Call Levels
Results Include Conference Costs

To access

the Conf-Id column located on the far right of Figure 3-2.

xport the Results to Exce CUstomer

* Exportihe Resuls to Bxcel W0 Lo OB 1

¢ Sort the Results By Any Field Logm Test1

+ Print the Results

e ra Charges MG leop Jindee  TIUBONRTAL 4 o

M5 Lot JaneDee  THLMOI0ABAN 3
t he RepoRepostsés aneemain | oiciad le dt toen G hjpos

gation Menu. Reports are useful for tracking your account usage. For instance, the report | J43105] Le)([urp FredSmith 70010000 3
shown in Figure 3-2 is known as the Conference Level Report. This report groups your
usage together at the conference level, meaning thatd from this viewd you will see each 343]155 Lex(orp JneDoe  TA01010:43 M 3
conference as a whole and not each individual participant that joined the conference.
From here, you can drill down to individual participant level by clicking the Conf-Id links in | 3433)5] Lengrp FredSmith — 7/0200101049 M0 3
Reports support a number of filters which you can use to generate reports with selective 34 6 LEXCOYP line e HLD0EM 3~
information based on fields such as your users, the phone numbers they are calling from, 3433257 LEXCOfp FredSmith — 7H200010:08 3,

the dates the calls occurred and even the type of call (reservationless, operator isted,
web, playback). In addition, the reports can be sorted by their column headings and even

Figure 3 -2 Conference Level Report

exported to excel for data mining. See Section 5 for more information on Reports and how to use them.

Figure 3 -3 Invoicing (Covered in Section 6)

ManageYourConferencing allows you to view and pay your invoices and statements as
shown list form in Figure 3-3. You can:

Company Name | e

LexCorp Inveice |07/31/10 50.71 $4.34
+ View Past Invoices and Statements + Pay Your Invoices With Paypal lcme Corp i 1/01/08 .89 097 00
. Downloaé Your Invoices in PDF Form + View Breakdownts of \.(our Charges licme Corp Saement G310 5000 00
+ Sort Invoices By Charge Amounts + Export Your Invoice List to Excel
. o ; o lhcme Corp Invoice |02/28/09 50.03 $0.07  $75.
+ Print the Invoice List + Filter the Invoice List
lheme Corp Inveice |11/30/08 §5.89 $978
To access the | nvoinoices S©h meminoidiige kme me [AmeCop  |lvoice  01/31/09 50.03 027 S
Navigation bar. The invoicing system allows you to view your entire invoice history in table ;.. Corp Statement | 12/31/08 $0.00 00 ¢
form and allows you to download this history into an excel file that you can use for cost - -
analysis or other tracking. In addition, by making your conference history available in an ~ fmeCorp |invoice  11/30/08 $5.89 $978 >
Excel document you will be able to use the document to search for specific callers, confer-  |ime Corp Statement 10/31/08 $0.00 $0.00 ¥
ence costs, billing codes, conference dates and times, misc charges etc. Excel also pro- ,
vides the ability to create graphs and chAumeCorp Statement |09/30/08 00 o ory
addition to the Excel format, you can also download your invoices in PDF form, and pay e Corp Statement |08/31/08 50.00 $000 935
your invoices from the site itself. Go to Section 6 for a more thorough lesson on the In- lime Corp Invoice  |07/31/08 2,01 5.4
voicing capabilities of ManageYourConferencing.
lheme Corp Invoice |07/31/08 52,01 $B543 S0
Figure 3 -3 Invoice View
© 2010 Data Portal Help File 5 of 29
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3-0 MANAGE YOURCONFERENCING (MYC) COMPONENTS (CONTINUED) *

A
Figure 3 -4 Accounts (Covered in Section 7)
ManageYourConferencing allows you to modify your account information and settings as UPDATE CANCEL
shown in Figure 3-4v i a Acdowentlndod page. You can: [ ACCOUNT INFORMATION ADDRESS
StaTus: N || =

¢ Change the Accounto6s MaGiheange the Accountds '::P#: “ i
o oo
¢ Change the Accounto6s AdGhraensgse the Accountds
Prone #: ‘555755575555 ‘ s: [State ‘ z:|||11| ‘
¢ Change the Account 6s [nGhange the thebiceeDelivery Method CONTACTS
¢ Change the Account 6s R hAddUserdNathebAecount Buuine
Mawe: | John Doe ‘ |JuhnDoe ‘
i : N N , . EMALL: jdoc@aoL.com ‘ |idne@aaLcnm
To access thi sAccounteniod & Ub mkn Adeaifitsdt e nd i n | S |
gation bar. From here you can view and edit your account(s) by clicking the Edit link above
. . . . . . (— BILLING f INVOICING
the Account Details box on the right side of the screen. Doing so will open up various MvoIcE TvpE:
options including the ability to change your admin and billing email addresses along with OPTIONAL INVOICE DESCRIPTION & VALUE
your office street address. Your account information determines how and where you will Desc: | | vt |

receive your invoice, so it is important that this information is correct and up to date.

SETTINGS
(Twz Zowe: [ Eastern Time (US & Canada) B SUMMARY REPORT: ]

Any changes you make in the Account Info view will take effect immediately. If you make a

A A — DATES
mistake or are not happy with the changes| .. TS OHS0 PN FerBum:  10/01/08 ways change
again by simply clicking the Edit link once more and updating the information as neces- LusT Usace: 11715708 11:22 AM Bemnon:  12/15/09 Extend
sary. One more important item to note about the Account Info page is that this is where LasT MoiReD: 08724110 11:50 AM

you add users (codes) to AddbUsarstatecaunt n bpecRieakleDBubadePctunt Rio view
version of the Account Details Box. The Account Info page is covered in depth in Section 7.

Figure 3 -5 Users (Covered in Section 8)

ManageYourConferencing allows you to view and modify your User settings as shown in  [@T

— USER INFORMATION

Figure 3-5vi a Usdilefo66 page. You can: Srams: Cancelled ADDRESS
Carp Nawe:  John Doe. Acme Corp
Accr i AT10025652 msf;';"“
Change the Userods Carao Qhaamege the User6s Phdms s Ao Tonm, Sate 111

Change the User AddmweGlsange the Userds Ti s = ]
Change the User C o n te aChangelthe tlgers Conference Settings ( ROOM INFORMATH

DIAL IN'S
Change the Userd

CODES
Bi | leiEmaple/Disabiethe Phone Usage Reports o " i Tou Fezz: Bet-B56-2244
Change the Userd

o

o
vl o lolo

: 24674211
PresenTER: 5257235 TOLL/INTERNATIONAL: 4042601415

Co d e sView Last Usage Dates (SHT

Puore Usace ReporT:  On Time Zowe: Eastern Time (US & Canada) }

* | o o o

OperaToR ATTBDED:  No

To access thi sUserinfedw,s uchlmecnkiccoohfted tome n @ i n t h cowmameesmer 0 S E heace
bar. You can edit each individual user by clicking the edit button above the User Details Wase Recoromc: _ OFF F&m’ﬂ'ﬁﬁ" Py 5ystom Message
box located on the right side of your screen. Doing so will open up various options including | (&R runcrions o

the ability to change each user0s conf er e/ o o s B i mportant s
clude Roll Call, Entry and Exit tones and whether or not your conference can begin without [?".:'Lé.'fu’cﬁmmw O — ]

a Host/Moderator present. -

CONTACTS
EMAIL: Jjdoe@aol.com
Any changes you make to your users will take effect immediately. If you make a mistake or L{m, ]
are not happy with the changes youdbve mad2e 7116708 00 . e womre  1ar16105 030 P them again
clicking the Edit link once more and updating the information as necessary. The User Info | usr ussce: caien: 12116109 09:30 AM ]
page is covered in depth in Section 8. Figure 3-5 User Info View
Figure 3 -6 Add New Users (Covered in Section
ManageYourConferencing allows you to add new users which means you can add addi- [ASD.USER TSR ToF T ARG U
tional sets of codes that you can haddidewou["™ (- ADDRESS anization. T
A ; e e . A
Userd form is where you setup new users and[onwe [ ] ;:I settings in
pocr R : :“:IZ
+ Conference Start Mode + Entry Announcements Fac
+ Name Recording + Exit Announcements j':::m:
+ End on Chair Hang-up ¢ Allow Chair Record/Playback v o s
Hosr: Tou Irremsnou 260145
e
To accehddNewhigers® modul e, fAceosntinf@do vii @ wt thy & | s
f r omA¢chuetsb6 menu i n the Navigation bar. Onc:l”"‘"‘“”""’““'I ey | ]:count and cl
t haddtserso | ink in the Account Details SCT €§, oo (bt o the page T
bring you to the Add Users module where you can fill out the details of your new user. F“"“"“’ ) .
Once youbve chosen all t he pr op éddUseelinkat tmeg | ur o - ck the
top of the page. Doing so will add the user to your account and make your codes available (“‘@”x::‘;’;;‘w £ P cll gt o e
for use. If you wish to make changes to any of your users, you can do so in the User Info
page detailed above. Visit Section 9 for more information on Adding New Users. (9"“ Qounens Owmom [ ] ]
o [ : |
oo [ ]

Figure 3 -6 Add Users View
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4-0 INTRODUCING THE NAVIGATION MENU

4-0 INTRODUCING THE NAVIGATION MENU

Running along the top of ManageYourConferencing you will find consistent Navigation Menu throughout the entire site, whichd
with a few exceptionsd can be accessed from any page in on the site. From the Navigation Menu (shown in Figure 4-1) you can:

- Navigate to your Reports where you can create, filter and sort conference and account reports.
- Navigate to your Invoices where you can view, search, sort, export to excel, and pay your invoices.

@ Navigate to your Account Info where you can view\update your account info and add users (codes).
® (® Navigate to your User Info where you can view\update your user info and change your codes.

@© Navigate to your Pre-Registration where you can view and edit your pre-registration conferences.

@ Navigate to the Recordings page where you can view and download your conference recordings.

Logout of ManageYourConferencing. This will safely end your current session.

o View a helpful indicator that displays your location on ManageYourConferencing.
® Change the resolution of the site (do this if the
-+ @ Change your default Startup Page (options include Reports, Account Info and User Info).
- @® Change your site password (do this if your password gets compromised).
2 View the Version Number.

4-1 Navigation Menu lllustration

The following illustrations depict the MYC Navigation Menu. Note: Images may be altered or condensed to fit on the page.

Figure 4 -1 Navigation Menu

Current Location Indicator Reports Menu Invoicing Menu Preferences Logout

This indicator displays your Click Reports to Click Invoices in the ‘ The Preferences Menu allows

location in ManageYourConfer- access the MYC Invoicing submenu to you to change the site screen ing click the Logout menu to
encing. For this demo we are reporting services for access the invoicing e resolution, choose your Startup end your session. This is an
using the Reports section and your account. This services of MYC. This Page, and change your pass- important step and prevents
as a result, >Reports is dis- feature is covered in feature is covered in word. See .,é, and(@9 in others from accessing your

played as our current location. Section 5. Section 6. this Figure for more info. account or user information.

This indicator will change as

you move around the site. REPORTS INVOICING >  ACCOUNTS > LoGouT )
— Version Number o
>REPORTS INVOICES ACCOUNT INFO PREFERENCES > V5.8 08-28-2010 — -
_ RESOLUTION || 800x600 || ReporTs Th'sg'SP'fE"%’s “’:/?Y"g’ti'(’t”
. USER INFO number of the at you
Account Info Submenu STARTUP PAGE 3 1024768 | ACCOUNT INFO are currently using. This
. PRE-REGISTRATIONS [CHANGE PASSWORD|| 1152X864 | USER INFO number will increment as
Clicking the Account Info menu 1280x600 ManageYourConferencing gets
will bring you to the Accounts RECORDINGS 1280x720 enhanced with more features.
screen where your account
information can be viewed and 1280x768
edited. You can also add users 1280x960
(codes) here. The feature is 1280x1024
covered in Section 7.
1400x1050 Startup Page Submenu
User Info Submenu 1440x900
Click the User Inf A The default Startup page for
ick the User Into menu to MYC is the Reports page. The
access the Users Information @ Change Password Submenu Startup Page s’ijbme’;ugallows
section of the MYC. Here you Clicking the Change Password you to change this default to the
can search for, edit details of submenu will take you to the Account Info or User Info
and view the users associated Change Password screen screens. Feel free to click on
with your account. This feature where you will be able to the option you prefer.
is covered in Section 6. change your password.
Resolution Submenu
Pre-Registrations Submenu Recordings Submenu This submenu controls how
Clicking the Pre-Registrations Clicking the Recordings menu ManageYourConferencing fits
menu will bring you to the will bring you to the recordings on your computer screen. If you
conference registration page, page, where you can search are having trouble viewing the
where you can add & edit your and download your recorded information on the screen you
pre-registered conferences. conferences. can try changing this setting to

make the text bigger or smaller.
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5-0 REPORTS _|..|.|I..|.

5-0 REPORTS

After logging in (visit Section 2 for information on logging in), you will be brought to your default landing page (you can change
your landing page in the Navigation Bar > Preferences > Startup Screen submenu). The default landing page is the Reports
Search Screen of ManageYourConferencing, which we will cover in this Section. From the Report Search Screen you can:

Search for conferences by conference ID. The Conference ID is a uniqgue number which identifies all of your
conferences. You can find Conference | Ds on your invoice und:

Search for conferences by ANI. The ANI is the phone number that a participant is calling from, i.e. their caller
ID number. This is useful for finding callers that have joined your conferences by their phone number.

Search for conferences with a range of dates. For example, if you wanted to retrieve every conference that
® occurred in the last day, week, month, year, or any date range in between, you can do so by choosing a date
range in the two calendars shown in Figure 5-1.

Include filters in your conference queries when searching by a range of dates. Filters include:

Account: If you have more than one account you can filter your reports to include only a specific account.
Company: Similar to the Account option above, you can filter your reports by a company name.

Card Name: Your Card Names are the names of your users, and you can filter reports based on them.
Call Type: Your conferences can be one of various types. Conference types include:

ee6o

i. Reservationless: These are OnDemand calls with no operator assistance.
ii. Op Attended: These calls include the assistance of an operator (see your conference provider for more info).
iii.  Playback: When you listen to a recording through the conference system a playback conference is created.

I'n addition to filtering by these call types, you can also e
in part @of Figure 5-1.

5-1 REPORTS SEARCH SCREEN

The following illustrations depict the search/filter section MYC Reports screen. This is where you begin when creating reports.

Figure 5 -1 Reports Search Screen

Acct # @ Filter
If you have more than one Check the filter box to activate
account you can filter your your report filtering options as
reports by Account Numbers. explained in @ thru é
> REPORTS » SUMMARY BY ACCOUNT ——— Take note of our location. PREFERENCES > v5.23 06-6-2011 Company
If you have more than one ac-
) count you can filter your reports
START DATE END DATE Options: Filter by a company name. You can
also enter partial matches. For
example, if you wanted to retrieve
m 4 August » information for all of your compa-
Acct #: Company:

I e

nies that start with the
SMTWTF S SMTWTF S )t;ou cog\/ldct”ye{:e 6L6 in the ¢
o x an dview Cail & f
éz_égﬁﬁ?nﬂe"‘;?‘\gﬁﬁﬂﬂ Card Name: Call Type: AU 3 cordsd. This would return rec
To view reports for - for all of your companies that start
1 2 3 4 5 |conferencesovera |3 4 5 6 Z gzﬁ:\::é:r:ess with the letter 6L6.
range of dates, Web
§ 9 101112 chzosedygulr stz;rt 10 11 12 13 H Card Name :.l:ﬁasf:ss
and end dates here. n
1516 17 18 191" - 117 1819 20 21 Card Names are the names of N pattended Call Type
your users. Just | inkigeackii Co mpanyo -
22 23242526 27 28 22 23 24 25 26 27 28 filters, partial matches are also You can filter your reports by
supported. specific Call Types by choosing
PP
29E{31 1 2 3 4 29311 2 3 4 one of these options. You can
- - - also choose to exclude specific
‘ View Call Records call types by choosing thei
variants.

Find a specific conference by ID #:

View Call Records

Find conferences by ANI: Once youbve chosen your Start and

End dates and have applied your

Find Conferences By ID Find Conferences By Phone # :iltﬁrzig%l‘aﬁg’::gé‘;go Sg)hclici( on to
To find conferences by their ID To find conferences that contain geknerate your reports. Doinﬁ_ Sr? will

type the Conference ID in this callers using specific phone take yo;_to 2 new Scsfee’ﬁ which is

box andialdidck 6 numbers (their caller ID number), covered in the next Section.

type the number in the box and
c | iFcikn déo
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5-2 WAYS TO SEARCH FOR REPORTS

The last section gave a holistic view of the Reports Search Screen and a quick summary of the function of each element. You
learned that you can choose what data to retrieve based on Start and End dates and specific Filters that you can apply to your
searches. In the following sections we will outline the types of reports you can run and the types of results you can expect from
them, along with the specific steps involved in running them and how to choose your report types, date ranges, and filters.

Ways to Search for Reports

Reporting on ManageYourConferencing can be broken down into two fundamental elements: Reports Types and how to search
for them. Specifically, there are four ways to search for reports and three Report Types. The four ways to search are by:

1. conference ID: Search for conferences by their Conference IDs (shown on your invoice). Because Conference IDs are unique and are tied to
only one specific conference they represent a one-to-one ratio with each conference call you initiate. Because of this, searching by a Confer-
ence ID will return only one result per search, and will bring you to a Conference Level Result Screen (see below for information on Result
Levels and Screens). For instructions on how to search by Conference IDs and generate a Conference Report see Figure 5-6 in Section 5-5.

2. Phone Number with Date Range: Search for conferences by the Phone Numbers (caller ID) of participants that join your conferences as shown
in Figure 5-7 of Section 5-5. This option will search your conference historyd within a range of dates that you must first choose from the
calendars above the search boxd and will return every conference that has one or more participants who dialed into the conference from the
caller ID number you provided within the range of dates you chose. For instructions on how to generate reports based on Phone Numbers
(caller IDs) see Figure 5-7 of Section 5-5.

3. Conferences by Date Range: Search for conferences by Start and End dates with no filters applied as shown in Figure 5-8 of Section 5-5. This
option will return all of your conference history within a range of dates that you select for all of your accounts. For instance, if you wanted
every conference for the month of April, you would choose your Start Date to be April 1 with your End Date being April 30. For instructions
on how to generate reports based on a range of dates see Figure 5-8 of Section 5-5.

4. Conferences by Date Range With Filters: ~ Search for conferences by Start and End dates with filters applied. This option will return all of your
conference history within a range of dates, but it will filter out results based on the filters you select. For instance, if you wanted every confer-
ence for the month of April that only included Operator Assisted calls, you would select your Start Date to be April 1 with your End Date
being April 30, with the Call Type Filter set Fgure5%g)Pettionesdd e dod . For instrui

5-3 REPORT SCOPE AND NAVIGATION

Once you have chosen your report search path from the above four choices and have run your report, you will be brought to the
Report Results screen. Depending on how you searched (see your choices in Section 5-2), the Report screen will display one of
three possible reports. You can think of each of these three reports as different scopes of information starting from the top and
most encompassing leveld the Summary By Account Report ~ which displays summaries of all of your accountsd to the bottom most
specific leveld the Conference Detail Report  which displays a breakdown of a single specific conference.

Figure 5 -2 Repol es and their Information Scopes

1. Summary by Account Report:  When generating reports that return results for all of your accounts, you will be brought to the Summary by Ac-
count Report . This report will display a list of your accounts with a summary of their usage (if you only have one account then it will only show
one account), along with links that will take you to the lower, more specific Summary by Conference Report  where you can view a list of Con-
ferences that are relevant to your search. You will be brought to the Summary by Account Report  when searching by the Date Range and Date
Range With Filters options outlined in Sections 5-1 and 5-2. From this level you can also filter your currently displayed results. See Figure 5-
3in Section 5-4 for more detailed information about this report and Figure 5-8 in Section 5-5 to learn how to search for it.

2. Summary by Conference Report:  The Summary by Conference Report — contains a list of relevant conference(s) and their summaries along with
links for each that will take you to the lower, more specific Conference Detail Report . You can access the Summary By Conference report by
following links from the Summary By Account Report — or by searching for a Phone Number (caller ID) from the Reports Search Screen. From
this level you also have the ability to filter your currently displayed results. For more detailed information about this report see Figure 5-4 in
Section 5-4 and to learn how to search for it see Figure 5-7 in Section 5-5.

3. Conference Detail Report:: When searching for single conferences using the fAFind Conferenc
you will be brought to the Conference Details Report . This Report will only show a single conference, which makes sense becaused as men-
tioned previouslyd Conference IDs are unique. You can also access this level from the Summary by Conference Report by following the Con-
ference ID links located there. In addition, from this level you can change the billing code for the conference you have selected. See Figure 5
-5 in Section 5-4 for more detailed information about this report and Figure 5-6 in Section 5-5 to about learn how to search for it.

Widest Scope: Reach this level by searching for conferences using the Date

lebleiel Sunmanby dccount Rebott Range and Date Range With Filters options shown in Section 5-2.

Account Number Link

" . More Specific Scope: Reach this level by searching for a Phone Number or by
Middle Level: Summary by Corference Report following Account Number links in the Summary By Account Report ~ above.

Conference ID Link

Most Specific Scope: Reach this level by searching for specific Conference IDs
or by following the Conference ID links in the Summary By Conference Report

|| Bottom Level: Conference Detail Report I

Figure 5 -2 Report Scope Diagram
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5-4 REPORT BREAKDOWNS AND FILTERING OPTIONS

To recap, each of the three Reports has a different scope from which you can view your summary information. The widest scope is
the Summary by Account Report . At this level you are shown all of your Account(s) with a summary of your usage for each. The
next more specific scope is the Summary by Conference Report  where you are shown the conference(s) relevant to your search with
a summary of each one. The final and most specific scope is the Conference Detail Report , from which you will be able to view infor-
mation for a single conference.

Starting from the top Summary by Account Report ~ scope, each level is linked to its lower level. For instance, the top Account level
contains links for each account that you have. Each of those Account level links will take you to the Summary By Conference Report
level for the account that you click on. So if you have two accounts and you want to see the Conferences for only one of them, you
would click on the Account Number link for the Account you are looking for. Doing so will take you to the Summary By Conference
Report level for that account where you will see results relevant to your original search on the Report Search Screen.

In the Summary by Conference Report level you will have one or more conferences with summaries associated with each one. In
addition to a summary, each conference record will have a Conference Id linkd similar to the Account Number links in the above Sum-
mary By Account Report leveld that you can click which will bring you to the next, lowest level in the chaind the Conference Detail
Report & where you will be able to view detailed information about a specific conference that you selected in the above level.

In essence, this scope functionality allows you to generate reports that start with a birds eye view of your conference information at
the widest possible scoped the Accounts Leveld and from there allows you to hone in
following links and going from a wider scope to a narrower one. This is called drilling down. In the following diagrams we will map
out each Report to give you an idea of what to expect when it comes time to drill down your own Reports. One final note, each
Report has its own set of options. The Summary by Account and Summary by Conference Reports  allow you to do filtering on your
current result set, while the Conference Detail Report  allows you to change the billing code for the conference on the screen. These
options along with each Report Result Level are shown and outlined in the following illustrations.

Figure 5 -3 Top Level: Summary By Account Report

Top Level: Summary By Account Report

Location

When viewing reports the location
indicator will change according to
where you are.

viewing the Summary by Account
Report and our location indicator

Ri ght

Account Number Link

Report Information

This will tell you your current start and
end date search parameters that the
w  vepodt is eurrently using to filter infor-
mation. You can change these in the
Reports Search Screen , outlined in

Quick Search/Filters

You can refine and filter your
search results here by adding your
parameters and clicking the
Search button. Doing so will filter
your current result set, it can not

matches that. (Note: You can click on Section 5-2. add information. To reset your

any of the links in the location indica- search and start over return to the

tor to navigate around the reports.) Report Search Screen , outlined in

Section 5-2.
> REPORTS > SUMMARY BY ACCOUNT Take note of our location. PREFERENCES > v5.23 06-6-2011
REPORT INFORMATION SEARCH
START DATE: 2/27/2006 12:00:00 AM ACCOUNT COMPANY CARD CALL
' AT10041726 ' 0 S Al 3

END DATE:  9/6/2010 11:59:59 PM NUMBER: NAME: NAME: TYPE:

"FIRST TIME BILLING" NOT SELECTED

Click Any Header to Sort Results

1

Click to Export Report to Excel

—_—

Acct #
AT10041726 Y

FTB?

\ Account Number Link\View All

This is the Account Number link. If
you have more than one account, all
of your accounts will appear here in
list form. Clicking on them will take
you to the Summary By Conference
Report where you will see a list of
conferences for the account you
chose. Click View All to see a Sum-
mary By Conference Report for all of
your accounts (if you have more than
one).

COMPANY NAME CALL TYPES SALES PERSON TotaL Mins  CaLL CosT  USF & TAXES RRF ToTAL §
LexCorp RL Wes 48 $3.6342 $0.4943 $0.2179 $4.3464
Totals: 48 $3.6342 $0.4943 $0.2179 $4.3464

Single Account Summary

This line will summarize the usage of
a single account. If you have more
than one account, each account will
have its own line with its own informa-
tion. The Call Types field shows you
the kinds of calls you are using for that
account. In this case RL stands for
Reservationless. The Sales Person is
the person who sold you the services.
USF/RRF: These are the local and
federal taxes charged for your usage.

All Accounts Summary

If you have more than one account
this line will summarize the costs
associated with all of your accounts
combined. Notice that we have only
one account, so this line will only
show the costs associated with that
particular account. If we had more
than one, it would total the charges for
all accounts in the list.
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5-4 REPORT BREAKDOWNS AND FILTERING OPTIONS (CONTINUED) |||||
A T

e 5-4 Middle Level: Sum

Middle Level: Summary By Conference Report

Conference ID Link

Location Report Information Quick Search/Filters

When viewing reports the location This will tell you your current start and You can refine and filter your search

indicator will change according to end date search parameters that the results here by adding your parame-
where you are. Right w  vepodt is eurrently using to filter infor- ters and clicking the search button.
viewing the Summary by Conference mation. You can change these in the Doing so will filter your current result
Report and our location indicator Report Search Screen . set, it can not add information. To

matches that. (Note: You can click on
any of the links in the location indica-
tor to navigate around the reports.)

reset your search return to the Report
Search Screen .

> REPORTS > SUMMARY BY ACCOUNT > ' SUMMARY BY CONFERENCE === Take note of our location. PREFERENCES > v5.23 06-6-2011
REPORT INFORMATION SEARCH
START DATE: 2/27/2006 12:00:00 AM

END DATE:  9/6/2010 11:59:59 PM

"FIRST TIME BILLING" NOT SELECTED

CARD NAME: CALL TYPE: | All -

Click Any Header to Sort Results  ——  Click to Export Report to Excel ~ —— Co

CoMPANY NAME  CONTACT N, CALL TYPE CoNF MiINs  ConF CosT RRF TotaL §

3091042 AT10041726  LexCorp Customer Login Test-1 RL 4/9/2010 3:35 PM 2 $0.0002  $0.0000  $0.0000  $0.0002

3433154 AT10041726 LexCorp John Doe RL 7/12/2010 10:37 AM 18 $1.4220 $0.1934 $0.0852  $1.7006

3433155 AT10041726  LexCorp Jane Doe RL 7/12/2010 10:43 AM 1 $0.8690 $0.1182  $0.0522  $1.0394

3433257 AT10041726 LexCorp Fred Smith RL 7/12/2010 10:49 AM 17 $1.3430 $0.1827 $0.0805  $1.6062
% Conference ID Links

These are the Conference ID links. Clicking on them will take you to the Conference Detail Report  for
the one you clicked, where you will see breakdown of the conference including participants and cost.

Figure 5 -5 Bottom Level: Conference

tail Rep!

|| Bottom Level: Conference Detail Report I

Location Report Information Change Billing Code

When viewing reports the location
indicator will change according to
where you are. Ri ght
viewing the Conference Detail Re-
port and our location indicator
matches that. (Note: You can click on
any of the links in the location indica-
tor to navigate around the reports.)

This will tell you your current confer-

ence ID search parameters along with

n o vnfomnatidm related to the conference.
and end date search parameters that
the report is currently using to filter
information. You can change these in
the Reports Search Screen .

When viewing any conference
through the Conference Detail
Report you are able to change the
billing code for that specific confer-
ence. To do so type your desired
code into the Billing Code input box
and click the Change/Add button.

> REPORTS > SUMMARY BY ACCOUNT > 'SUMMARY BY CONFERENCE: > CONFERENCE DETAIL <= Take note of our location. v5.23 06-6-2011
Z

REPORT INFORMATION /

CONFERENCE ID: 3433154 COMPANY NAME: LEXCORP

ACCOUNT NUMBER: AT10041726 CONTACT NAME: JOHN DOE

CONFERENCE START TIME: 7/12/2010 10:37 AM

BILLING CODE: | Sales Change/Add

Click Any Header to Sort Results Click to Export Report to Excel == Co 05
RATE CODE* CALLER ID DURATION T RRF
1 10:37 AM 10:43 AM Participant 8 8662101669 6317029400 6 0.4740 0.0645 0.0284 0.5669
2 10:37 AM 10:43 AM Chair 8 8662101669 6317029400 6 0.4740 0.0645 0.0284 0.5669
3 10:38 AM 10:41 AM Participant 8 8662101669 6312784395 3 0.2370 0.0322 0.0142 0.2834
4 10:40 AM 10:43 AM Participant 8 8662101669 6319781412 3 0.2370 0.0322 0.0142 0.2834
TOTAL 18 $1.4220 $0.1934 $0.0852 $1.7006

Find a specific conference by ID #:

Change Conference Report By ID

From this Report you can change your currently viewed conference at
any time by typing in a new conference ID here and clicking Find .
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5-5 RUNNING REPORTS AND GETTING RESULTS

The previous Section explained the Report Types available to you and the Result Types you can expect from them. This section

will provide step-by-step instructions for searching for and generating each of the three Report Types.

Figure 5 -6 Search By Conference ID

To search for a specific conference by a Conference ID and generate a Conference Detail Report  follow the steps below:

- Navigate to the Reports section of MYC by clicking the Reports menu on the far top left of the Navigation Bar.

At the bottom of the Reports screen, type your Conference 1D
- ence ID is a unique conference number that you can find on your invoice.
® Once youbdve typed in yoamnddoCbofeoante tBbe cloghk ohethe input

If the Conference ID you entered in Step 2 is valid and tied to your account you will be brought to the Conference Detail Re-

port where you can view your conference details (who joined, when, how long they stayed and the charges for it). If there is no

data available for the Conference ID you selected or you miskeyed your entry you will be taken to an empty report screen with

the message fiConference | D does not eRepodstSearch Icfeentorséarch dganhp e n' s

following step 1 in this tutorial.
Reports
Click Reports on AN
he Navigation REPORTS INVOICING > ACCOUNTS > LoGouT

» REPORTS <— Take note of our location. PREFERENC.ES > v5.23 06-6-2011
Location /| START DATE END DATE Options: Filter
youore tnot KENEENED
youdre in th " .
right place by SMTWTFS SMTWTEFS Acct #: 1 Company: [ ]
your location. 2512627282930 31 (2526272829 30 1
1234567 1234567 CardMame: | | Call Type: All v

View Call Records

Find a specific conference by ID #:

Find Conferences By ID

Type in your Conference ID.

Find conferences by ANI:

Find

Click the Find Button

|| Bottom Level: Conference Detail Report

ROLE DNIS

1 10:37 AM 10:43 AM  Participant 8 8662101669 6317029400 6 0.4740 0.0645 0.0284 0.5669
2 10:37 AM 10:43 AM Chair 8 8662101669 6317029400 6 0.4740 0.0645 0.0284 0.5669
3 10:38 AM 10:41 AM  Participant 8 8662101669 6312784395 3 0.2370 0.0322 0.0142 0.2834
3 10:38 AM 10:41 AM  Participant 8 8062101669 6312784395 3 0.2370 0.0322 0.0142 0.2834
3 10:38 AM 10:41 AM  Participant 8 8662101669 6312784395 3 0.2370 0.0322 0.0142 0.2834
3 10:38 AM 10:41 AM Participant 8 8662101669 6312784395 3 0.2370 0.0322 0.0142 0.2834
3 10:38 AM 10:41 AM  Participant 8 8662101669 6312784395 3 0.2370 0.0322 0.0142 0.2834
4 10:40 AM 10:43 AM  Participant 8 8662101669 6319781412 3 0.2370 0.0322 0.0142 0.2834

TOTAL 18 $1.4220  $0.1934 50.0852  $1.7006

Conference Detail Report
© 2010 Data Portal Help File 12 of 29
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Figure 5 -7 Search By Phone Number (Date Ranges Required)

To search for Caller | D6s wit hiSmmaybysCpnierencefRépat fllow the stesbajoe: and gener at e

| Navigate to the Reports section of MYC by clicking the Reports menu on top far left of the Navigation Bar.

Use the two calendars to choose the conference dates you wish to chec
- conferences not within the date range you choose here will be excluded from the report. (Important Note: The left calendar is
for your start date and the right calendar is for your end date.)

® At the bottom of the Reportss cr een, type the Phone Number you wish to search for in
A Phone Number in this case is basically the Caller ID of someone that joins your conference.

Once youodbve typed in yo&nddoPhoneoNumbethel ircghthefoéthe input box.

If the Phone Number you entered in Step 2 is the phone number of someone who has been using your codes you will be
brought to the Summary by Conference Report  where you can view a list of conferences with that Phone Number. Once
o there you can click on each Conference ID link to be taken to the Conference Detail Report for that conference. If no confer-
ences exist for the phone number you entered during your selected time interval or if you miskeyed your entry you will be taken
to a blank Reports Result Screenwi t h t he message fiNo data available for selected ti me
turn to the Reports Search Screen and search again by following step 1 of this tutorial.

Reports
Click Reports on : \

the Navigation

Bar. REPORTS INVOICING > ACCOUNTS > LoGouT
+ REPORTS <— Take note of our location. PREFERENCES » v5.23 06-6-2011

Location /| STaRT DaTe Fip Date Options: Filter
vevere faor NN TN
youodre in th

right place by SMTWTF S@ESMTWTF S Acct # Company:
your location. 252821 select the dates you [ .1
12 3 wish to search for 567 Card Name: Call Type: All d
8 9 10| here. Your choices [ 12 13 14
15 16 17 | Will affect your 1920 29
o a0, | TEsUlts. P
2223240 —— 0262778 View Call Records
FM31 12 3 4 9EN31 2 3 4

Find a specific conference by ID #:
Find conferences by ANI:

Find Conferences By ANI Find
Type in the Phone Number. Click the Find Button.
I Middle Level: Summary by Conference Report I
ConF ID  CompaNY NAME CONTACT NAME CONF START #LEGS MiNs CosT

Cust
— 3091042 LexCorp USIOMET  4/9/20103:35PM 1 2 $0.0002 $0.0000 $0.0000 $0.0002

Login Test-1
— 3433154 LexCorp John Doe 7/12/2010 10:37 AM 4 18 $1.4220 $0.1934 $0.0852 $1.7006
— 3433155 LexCorp Jane Doe 7/12/2010 10:43 AM 3 11 $0.8690 $0.1182 $0.0522 $1.0394
— 3433257 LexCorp Fred Smith 7/12/2010 10:49 AM 3 17 $1.3430 $0.1827 $0.0805 $1.6062
— 3433155 LexCorp Jane Doe 7/12/2010 10:43 AM 3 11 $0.8690 $0.1182 $0.0522 $1.0394
— 3433257 LexCorp Fred Smith 7/12/2010 10:49 AM 3 17 $1.3430 $0.1827 $0.0805 $1.6062

Summary by Conference Report
Conference Detail Report Links

These are the Conference ID links. Clicking on them will take you to the Conference Detail Report for
the one you clicked, where you will see breakdown of the conference including participants and cost.
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Figure 5 -8 Search for Conferences by Date Ranges without Filters

To search for conferences within a specific date range and generate a Summary by Account Report ~ follow the steps below:

| Navigate to the Reports section of MYC by clicking the Reports menu on the top far left of the Navigation Bar.

Use the calendars to choose the conference dates to generate a report
- looking for. Any conferences not within the date range you choose here will be excluded from the report. (Important Note:
The left calendar is for your start date and the right calendar is for your end date.)

® Make sure the Filter Checkbox is unchecked. When the filter box is unchecked the Filters will be removed from the screen.
Cl i ¢ Kiew Gaé Re6ords6 button to generate the report.

If conferences exists for the date ranges you entered in step 2 you will be brought to the Summary by Account Report  where
you can view a list of accounts that have conferences for those dates (if you only have one account there will only be one
o account). Once there you can click on each Account link to be taken to the Summary by Conference Report  for that confer-
ence where you will see results relevant to your original search for. If no conferences exist for the selected time interval you will
be taken to an empty Reports Result Screenwi t h t he message fANo data available for selected
you can return to the Reports Search Screen and search again by following step 1 of this tutorial.

Reports

Click Reports on E '\

the Navigation REPORTS INVOICING > ACCOUNTS > LoGgouT

Bar.
+ REPORTS <— Take note of our location. PREFERENCES > v5.23 06-6-2011

Location /| START DATE END DATE Options: O Filter
youbre in th m Filter Option

right place by 2 U U S > 2 LWL S Uncheck Filter.
your location. 2525 211 select the dates you | 22 29 31

12 3 | wish to search for 567

8 9 10| here. Your choices [ 12 13 14

15 16 17 | Wil alffect your 19 20 21

o e s, | TESUltS. P

2223241 — 52627328 —-e— View Call Records

29031 1 2 3 4 29E31 1 2 3 4

Find a specific conference by ID #:
Find conferences by ANI:

®

I Top Level: Summary by Account Report I
AccT # FTB? ComPANY NAME  CALL TYPES  SALES PERSON  ToTAL Mins  CaLL Cost USF RRF
AT10041726 Y LexCorp RL Wes 48 $3.6342 $0.4943 §0.2179 $4.3464
Totals: 48 $3.6342  $0.4943  $0.2179 $4.3464

Summary by Account Report

§ Account Summary Report Links

These are the Account Number links. Clicking on them will take you to the Summary by Conference
Report for the Account you clicked, where you will see a list of conferences related to your search.
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Figure 5 -9 Search for Conferences by Date Ranges with Filters

To search for conferences within a specific date range with filters applied follow the steps below:

| Navigate to the Reports section of MYC by clicking the Reports menu on the top far left of the Navigation Bar.

Use the calendars to choose the conference dates to generate a report
looking for. Any conferences not within the date range you choose here will be excluded from the report.

® Make sure the Filter Checkbox is checked. When checked the Filters will be added to the screen.
Select your filters.

Account : If you have more than one account you can filter your reports to include only a specific account.
Company : Similar to the Account option above, you can filter your reports by a company name
Card Name: Your Card Names are the names of your users, and you can filter reports based on them.

I
2060

Call Type : Your conferences can be one of various types. Conference types include:
i Reservationless : These are OnDemand calls with no operator assistance.
ii Op Attended : As the name suggests, these calls include the assistance of an operator.
i Web: These are calls that include web functionality such as Intelipoint.
iv. Playback : When you listen to a recording through the system a playback conference is created.

° Cl i c Kiew Baé Regords6 button to generate report.
If conferences exists for the date ranges and filters you entered in steps 2 and 3 you will be brought to the Summary by Account
Report where you can view a list of accounts that have conferences for those dates (if you only have one account there will only
+ be one account). Once there you can click on each Account Number link to be taken to the Conference Summary Report  for that
—_ conference where you will see results relevant to your original search for that Account. If no conferences exist for the selected
time interval and filters you wil!/|l be taken to an empty reports scree
intervalfi. I f this happens you can return to the Reports Search Scree
Reports
Click Reports on N\
the Navigation REPORTS INVOICING > ACCOUNTS > LoGouT
» REPORTS <— Take note of our location. PREFERENC.ES > v5.23 06-6-2011
Location START DATE END DATE Options: Filter é Filter Option

Youol | k nojw m Check Filter.
youore intn K

>

right place by SMTWTF S@aSMTWTF S Acct #: @ Company: QD
your location. 2528 211 select the dates you | 2% =2 21
12 3 | wish to search for 567 Card Name: @ Call Type: All v
8 9 10| here. Your choices [ 12 13 14
15 16 47 | Wil affect your £ 192021 Opeetended
results.
2223240 _ . _ _B262728 View Call Records \:l:';back
290311 2 3 4 29§31 1 2 3 4 No Resless

No OpAttended
No Web
No Playback

| Find a specific conference by ID #:

Find conferences by ANI:
|

I Top Level: Summary by Account Report I
AccT # FTB? ComPANY NAME  CALL TYPES  SALES PERSON  ToTAL Mins  CaLL Cost USF RRF
AT10041726 Y LexCorp RL Wes 48 $3.6342 $0.4943 §0.2179 $4.3464
Totals: 48 $3.6342  $0.4943  $0.2179 $4.3464

Summary by Account Report

Account Summary Report Links

These are the Account Number links. Clicking on them will take you to the Summary by Conference Report
for the Account you clicked, where you will see a list of conferences related to your search.
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6-0 INVOICES

6-0 INVOICES
ManageYour Conferencing provides the functionality to view, fil
- Navigate to the Invoicing section of MYC by clicking the second from the left Invoice menu on the Navigation Bar.

Filter Invoices: After completing step 1 you will be brought to the Invoice Screen. By default, all of your invoices will be dis-
played in the invoice list. If you wish to filter this list you can do so by using the following filters at the top of the page:

specific invoice, type your invoice number here and click search.
Amount Due Between:

e 066

Acct #: If you have more than one account you can filter your invoices to include only a specific account by typing it here.
Company Name: Similar to the Account option above, you can filter your reports by a company name.
Reference Number: The reference number is your invoice number which you can find on the front page of your invoice. To search for a

This lets you filter your invoices by a range of amount due amountsd your Amount Due is represented in the

Invoice Total column and is the amount you billed for the month not including any past due amounts you may have. For instance, if you
wanted to see a list of all your invoices that were a hundred dollars or less you would put 0 (zero) in the left box and 100 in the right and
click search. If you wanted to search for a specific amount instead of a range you can do that as well by typing the same amount into both
amount boxes and clicking search. Use the left input box for the lower amount of the range you want to search for with the right box as

- the higher.
Invoice Total Between:

©6 @ 0

Much like the Amount Due between option above, this options lets you search for ranges of Invoice Total
amountsd the Invoice Total includes all of your charges for the month including past due charges.

Invoice/Statement Date: Using this option you can search for an invoice date to locate an invoice. The invoice date is always the last
of the month so for instance, if you wanted to search for your December, 2009 invoice you would type 12-31/2009 in the input box and
click search.

Show Conferences:
can see a breakdown of the types of conferences and how many of each you used during the course of the billing cycle.

Show Minutes: Checking the Show Minutes option box will cause a Minutes column to appear in the invoice list where you can see a

day

Checking the Show Conference option box will cause a Conference column to appear in the invoice list where you

breakdown of your minutes over the course of the billing cycle.

Pro-Tip: Be sure to click the Clear button each time you want to start a new search, but before you choose your filters. This will

ensure none of your old filter choices affect the new search.

View Invoices:

If you want to view an Adobe PDF of your invoices you can do so by clicking the View link next to each one in
the Invoice List. Doing so will open the invoice on your screen in your PDF viewer where you can view it.

Pay Invoices: If you wish to pay your invoices you can do so using the Pay link in the Invoice List. Doing so will take you to the

PayPal website where you can make payments. Important Note: If you do not have a Paypal account you will need to sign up for

one to use this option.

Copy Invoice List to Excel:

To export your invoice list to Excel, click the Copy To Invoice link on the right side and above the

o invoice list. Once you click you will get a dialog-box asking if you want to save the file or open it. Choose either option. Once
you open the file you will!l be asked if you #f. want tioExcepen t he
form.
Reports Filters
Click Reports on Filter your
the Navigation invoices with
> > .
Bar. INVOICING ACCOUNTS these options.
> INVOICING > INVOICES <= Take note of our location. PREFERENCES > V5.23 06-6-2011
Location SEARCH
Yousll kn D , Clear
pY ; CCT #: AMOUNT DUE' BETWEEN: ~ § AND S [ SHoW CONFERENCES?
')'/ig%tL:ﬂgCre gy H h ° Pro-Tip: Clear your Copy to Excel
- COMPANY NAME: 'INVOICE TOTAL' BETWEEN; > searches between each N
your location. A $ AND S O Stiow MiNuTES? search to clear old filter Click to copy the
St CILR O
REFERENCE NUMBER: INVOICE/STATEMENT DATE: | All v choices invoice list to an

View Invoices

EREITIEEE

Excel Spread-
sheet.

Tax

INvoicE BAL UNT

Click e Vi | Due Sort Invoice List
ick on the View o
links next to the LexCorp Statement|199708|08/31/10, $0.00 $0.00| $0.00 $0.00 $0.00 $0.00, $0.00 $0.00 $0.00 $4.34 $4.34 You can sort the
invoices you want LexCorp Invoice  |188038/07/31/10 $3.63| $0.00| $0.00, $0.00 $3.63| $0.22| $0.49 $0.71 $4.34  $0.00 $4.34 invoice list by any
to view to see Acme Corp |Invoice  |111770/12/01/08/$33.89 $0.00, $0.00| $0.00,  $33.89, $2.03) $3.86 $5.89 $39.78  $0.00 $39.78 of the columns by
their PDF. clicking on them.
Pay Invoices @ Account Info Link Invoice Total Invoice List
Clicking Pay will Clicking an Acct # This field correlates This grid is the
take you to link from the Invoice to part@d® above. Invoice List as
PayPal where you List will take you to Use it for your mentioned
can pay your the Account Info invoice total filtering throughout this
invoices. screen. See Section options section.

7 for information

about Account Info.
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7-0 ACCOUNTS

7-0 ACCOUNTS

You can have as many accounts as you need and ManageYourConferencing provides you with the functionality to manage them.
Having multiple accounts can be very useful for conglomerates, enterprises, or specialized billing purposes. To get started, navi-

gate to the Account Info page by hovering your mouse over the Accounts menu in the Navigation Bar at the top of the screen and
clicking on the Account Info submenu. The Account Info screen consists of the following zones:

Account Search: The Account Search element is located on the top left side of the Account Info screen, just underneath the
Navigation Bar. Using the Account Search functionality you can search and filter your accounts using a number of different
parameters. When you search for an account your search result will appear just underneath the Account Search element in the

Account Search Result List. When you enter the Account Info screen all of your accounts will be listed in the Account Search

Result List by default, so searching for them is usually unnecessary unless you have a large number of accounts and need to
filter them. Pro-Tip: Most organizations only have one account, so searching or filtering them is generally be needed.

Account Search Result List: ~ Just underneath the Account Search element is the Account Search Result List. By default, this
list will be populated with all of your accounts. If you wish to filter them you can do so by using the Account Search functionality
just above the Result List outlined in step 1. In addition to listing your accounts, the Account Search Result List is also used to
accounts soO you can Vvi ew an dSelectblink locatédeon the
right column of this list. When you do so the Account View/Edit Element (Account Info Box) located on the right side of the
Account Info screen will be populated with the account information you just selected allowing you to view the account informa-

select specific

tion and edit the details.

information.

When an account is selected the list item for that account in the Account Search Result List will be a darker color than normal
to indicate the selection. The fist account listed at the top of the Result List is selected by default when you enter the Account
Info Screen. Just below the Account Search Result List you may find some page numbers which you can use to browse
through your account list. These numbers will only appear if you have more than 8 accounts.

Account View/Edit Element (Account Details Box):

To the right of the Account Search and Account Search Result elements

® is the Account View/Edit Element. This box contains all the details for the currently selected account. You can use this Element
to Add Users hdgUsksodckinlg 06hetod edit your addcEdlnk fhhisiboxfiscaovenst i on
in Section 7-2, and adding users is covered in Section 9.

Figure 7 -1 Account Info Screen Breakdown

REPORTS INVOICING >

ACCOUNTS > LoGout

> ACCOUNTS > ACCOUNT INFORMATION <— Take note of our location. PREFERENCES » v5.23 06-6-2011

A
Navigation Bar

Account Info Screen

v
SEARCH o e
Acct #: 7 Company: [ ] ACCOUNT INFORMATION 4
. ] . . STATUS: Active DDRESS
Billing Name: [ | Billing Email: [ ] 2 ACCT #+ AT10025652 chlnes(:orp
AdminName: [ ] Admin Email: [ ] 3 COMPANY: Acme Corp A:m‘rotvr«ietsmte 11111
g PHONE #: 555-555-5555 v Town,
. . . >
Gty | State[ | zip[ | Acrions
o
3
s|3 CONTACTS
s | 8 BILLING ADMINISTRATIVE
A a| 3 NAME: John Doe John Doe
Account Search Element < o5 > EMAIL: John@ Doe.com jdoe@aol.com
ol 2 CC-EMAIL:
Account Search Result List el John@Doe..com
v z|8 BILLING / INVOICING
[=] . .
S| s INVOICE TYPE:  Email OPTIONAL INV TEXT:
>
(2] 5|8
= SETTINGS
1D AccT # COMPANY NAME STAT @ TIME ZONE: Eastern Time (US & Canada) ~ SUMMARY REPORT: No
X
10041726 AT10041726  LexCorp (4)  select R DATES
10025652 AT10025652  Acme Corp (A) Select CREATED: 07/16/08 03:50 PM FIRST BILLED: 10/01/08
LAST USAGE: EXPIRATION: 12/15/09

LAST MODIFIED: 09/14/10 05:19 PM
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7-1 SEARCH FOR AND VIEW ACCOUNT DETAILS

7-1 SEARCH FOR AND VIEW ACCOUNT DETAILS

Once youbve familiarized yourself with the | ayout of t haandccount

view your account details. You can do so by following these steps:

Search for Your Account(s): At the top left of the Account screen you will find the Account Search box. Using this box, you
can filter your accounts by using the following fields and clicking search (Note: if you only have one account or the account
youodre |l ooking for is already in the list | ocated below the

— (a) Acct # or Company: Search by your unique account Id or company name.

(D) Billing Name or Billing Email: ~ Search by your billing contact or their email address.

(C] Admin Name or Admin Email:  Search by the name or email of the person in charge of your account.

() City, State or Zip: Search for accounts by their address.

(e Click Search: Click the Search button to select your account (or Clear the search fields outlined above and start over).
Select Your Account from the Account Search Result List: Just underneath the Account Search box outlined in step 1 is
the Account Search Result List. By default, this list will be populated with all of your accounts. If you wish to filter them you can
do so by using the search functionality outline in the above step.

(2] Find Desired Account:  Scan the account list and choose the account you wish to view/edit the details of.

- (b) Select Account: Fi nd the account you wish to \Béleetdlihkdoddted in thénfar rightedluamn.| s o f
Once youodbve found and selected the account you with to view/edi
Account Details Box |l ocated on the right side of the screen
notice that it is now populated with the details of the account
View Your Account Details: Once youbdve filtered and selected your account

® to view the details of your selected account and edit them if you wish. To do so:

View Account Details:  View your selected account details in the right hand side of the screen.
b Edit Account Details: Click the 6 E d button located above the account details box. Editing is covered in the next section.

Figure 7 -2 Search For Accounts

REPORTS INVOICING > ACCOUNTS > LoGouT
> ACCOUNTS » ACCOUNT INFORMATION <— Take note of our location. PREFEREMCES ¥ v5.23 06-6-2011

SEARCH o EDIT ——@—— Click to edit Account Details (covered in next section).
Acct #: Cgmpany: ACCOUNT INFORMATION
Billing Name: Billing Email: STATLE: Active ADDRESS

s ame: s et AccT #: AT10041726  LexCorp
Admin Name: Admin Email: COMPANY: LexCorp i"‘a‘”TTGW” or
@ @ @ le 16 .. ann. ny Town, 11111
City: State: Zip: PHOME #: 877-480-4300
ACTIONS
ID Acct # COMPANY NAME  STAT View Users Add Users <— View/Add Users covered in section x.
10041726 AT10041726  LexCorp (A) Select CONTACTS
BiLLiNG
10025652 AT10025652 Acme Corp (C) Selectd | wawe:  John Doe j‘;’;‘r{”[‘fo?"””*
Account Status: (A) Active, (C) Cancelled, (S) Suspended EMAIL: jDoe@jDoe.com jDoe@jDoe.com
CC-EMAIL:

Choose Your Account Select Your Account BILLING / INVOICING

This is your Account List. If you have more than . i .

Typically you will only one account you can INVOICE TYPE: Email

have one account, but select between them OPTIONAL Inv TEXT:

you are able to create as usingthesed Sel ect 0

many accounts as you links. If you only have SETTINGS

wish. If you do have more one account it will be

than one account this list selected by default and TiME ZONE: Eastern Time (US & Canada) SummaRY REPORT: Mo

will show more than one, the Account Detail box

otherwise there will only will automatically be DATES

be one. To view your populated with the ac-

account details, click the count details located to CREATED: 11/24/09 12:02 PM FIRST BILLED: 07/12/10

6 Se l linknexbto the the left. The currently o -

one you wish to@view as selected account will LasT Usace:  07/12/10 10:50 AM ExPIRATION: 02/12/17

shown in step @9. have a blacked out . A .

6Sel lmcas geenin LAST MODIFIED: 06/24/11 06:26 AM
the picture above.
2]
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7-2 EDITING ACCOUNT DETAILS

7-2 EDITING ACCOUNT DETAILS

l'iarizedt yourself

Now that youbve found your accounts and have f ami
details if you wish to do so. Hereds how:
b | Above the Account Details box on the right hand side of the screen click the ¢ E dlink.o
Once youdve completed step 1 the Account Details box will swi

take the place of static text. Account details can now be edited as shown in the image labeled - in the illustration below.

Starting from the

@
o6 96060600 ©

Once you

(2]

- o
Once you

Det ail s

top left, the Account Detail fields are explained as follows:

Account Status (not editable):  This field displays your current account status. It can be one of three possible values: 6 Ac t,i v e 6
6Suspemibd®Ca n c e lf joeadcdunt is not active, but should be, please contact your support team.
Acct # (not editable): This field displays the account number for the selected account.
Company, Phone, Address (editable):  These control your billing information, you can change them if they are incorrect.
Billing Name and Email (editable):  These control the billing contact on your account and who receives your invoices.

Administrative Name and Email (editable): ~ These control the main contact person on your account.
CC-Email (editable): This field sends an email to the cc-address whenever the billing or admin contacts are sent an email.
Invoice Type (editable): This controls how you receive your invoice at the end of each month.

Optional Invoice Description and Value (editable):

Time Zone (editable): This sets the time zone for location of your account headquarters.

Summary Report (editable):
Created, First Billed, Last Usage, Last Modified, Expiration dates (not editable):

6ve made changes to the fields

Created: date your account was created.
First Billed: date you first used your account for conferencing. Last Usage: displays the date of your last conference call
(clicking the date will take you to a Conference Detail report of the last conference you had. Last Modified: displays the date
you last updated your account details. Expiration: date your account will expire (change to 6 C a n ¢ estatus) iflydpu do not
use it between now and the date displayed (this can be extended manually by clicking the 6 E x t dink)d o

outlined

in

the above

To Save Your Changes: Clickthe 6 U p d dirtk ibdated above the Account Details box. Doing so will save your changes.

To Discard Your Changes: Cl i ck the 6Cancel 6 | ink

l ocated ab

ove

the Account

tch

step

from

you

Det ai |l s

6ve chosen to eitherUptiead)e goudi shamd esicddn)y (tclyd cAhd amdgu mtg
. |Editéy du nkan't

box will revert back into Read

again to make additional changes.

Only mode

Figure 7 -3 Editing Account Details

©

EDIT

o UPDATE

()

CANCEL

ACCOUNT INFORMATION ACCOUNT INFORMATION
@ satus: Active ADDRESS -~ o ADDRESS
- STATUS: . i
O Accr #: AT10041726 LexCorp "z At Main Town
@ Company: LexCorp i‘a‘”TTSVW” _— AccT #: AT10041726 AZ:
© Prone# 8774804300 Y O . Cowan:  [LexCorp @ ¢ [Any Town
I“'.'CT"ONS Click View Users to see a list of your 2z PHONE £: B77-480-4300 [I
View Users Add Users «—— users. Click Add Users to add additional 2 §
CONTACTS users. Users are covered in Section 8. g 3 CONTACTS
BILLING ADMINISTRATIVE % E?, NAME: E;,i:: GD,JE. TZ:;NIDS::ATM
@ Name: John Doe @ John Doe g|le - - - :
@ EmalL: jDoe®jDoe.com €@ jDoe@jiDoe.com 4 . ;-f > EMAIL: jDoe@jDoe. cor jDoe@jDoe. con
@ CC-EMAL: 7. CC-EMALL: (5]
[=% m
BILLING / INVOICING 9 E BILLING / INVOICING
oE- : o
@ Invoice Type: Email 2|5 | \vorce Type: |EmaiL o v|
@ OpTIONAL INV TEXT: gle
5 OPTIONAL INVOICE DESCRIPTION & VALUE
SETTINGS Desc: | @ | Val: | @ |
@© TiME Zone: Est Time (US)  Summary REPORT: No €
SETTINGS
DATES D 3i
TIME ZONE: | EstTime (US) |+ Summary REPORT: [
CREATED: 11/24/09  FIRST BILLED: 07/12/10
LasT UsAGE:  07/12/10  EXPIRATION: 02/12/17 DATES (ciJ
LAST MODIFIED: 06,24/ 11 et CREATED: 11/24/09 12:02 PM FiRsT BILLED: 07/12/10
Receive Invoice via Mail Without Call Detail - | D tail-Free I_AST USAGE 07 ]2 J IO 10.50 A.Nl EKP‘F\ATION. 02 i 12 ! ] ?

Receive Invoice via Mail and Email === |Email-Print

. . . | Receive Invoice via Mail and Sort by Billing Code === |Print - by bill code LAsT MODIFIED: 06/24/11 06:26 AM Extend
Click the da}e ink next to the 6 Lﬁgcewefnvmce via Email and Sort by Billing Code == [Email - by bill code
Usaged | abel t o0 Se erecdenbioilluhifobalidhiC Bry By bod | | [DetsilFrec - by bil cods
report of the last conference that took Receive Invoice via Email & Mail and Sort by Biling Code ===~ |Email-Print - by bill code
place on your select account.
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8-0 USERS
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8-0 USERS

In order to use the conferencing services you will need Users. Users are essentially named containers for conference codes and
their associated billing codes and conference settings. You can have as many users (sets of codes) as you need, and MYC pro-
vides you with the functionality to manage them. Having multiple users can be very useful for billing purposesd for instance, if
everyone in your organization has their own user, you can view reports and invoices tailored to specifically to them and their us-
age. To get started, navigate to the User Info screen by hovering your mouse over the Accounts menu in the Navigation Bar at the
top of the screen and clicking on the User Info submenu. The User Info screen consists of the following zones:

User Search: The User Search element is located on the top left side of the User Info screen, just underneath the Navigation
Bar. Using the User Search functionality you can search for and filter your users using a number of different parameters. When

- you search for a user your search result will appear in list form just underneath the User Search Element in the User Search
Result area. When you enter the User Info screen all of your users will be listed in the User Search Results by default, so
searching for them is usually unnecessary unless you have a large number of users and need to filter them.

User Search Result List:  Just underneath the User Search Element outlined above is the User Search Result List. By default,
this list will be populated with all of your users. If you wish to filter them you can do so by using the search functionality outlined
above. In addition to listing your users, the User Search Result List is also used to select specific users so you can view and
edit their informati ors.el Elokimaddenche right hand elumno the ¢Jder Sedrod Result List.

- When you do so the User View/Edit Element (User Details Box) located on the right side of the User Info screen will be popu-
lated with the user information of the user you just selected allowing you to view and edit the details.

When an user is selected the list item for that user in the User Search Result List will be a darker color than normal to indicate
the selection. The user listed at the top of the User Result Box is selected by default when you enter the User Info Screen.

User View/Edit Element (User Details Box):  To the right of the User Search and User Search Result List is the User View/
® Edit Element (User Details Box). This box contains all the details for the currently selected user. You can use this box to edit
your user information by clicking the 6 E d button. Editing users is detailed in Section 8-3.

Figure 8 -1 User Info Screen Breakdown

REPORTS INVOICING > ACCOUNTS > LoGOUT

> ACCOUNTS > USER INFORMATION <— Take note of our location. PREFERENCES » v5.23 06-6-2011

A
Navigation Menu

User Info Screen
v

o EDIT

USER INFORMATION

SEARCH STATUS: Active ADDRESS
. . CaRD NAME:  Jane Q Public LexCorpt
Acct #: Company: ACCT #: AT10041726 ATTN: Jane Q Public
COMPANY: LexCorp1 121 Any Street
Host Code: Card Name:
w PHONE #: 877-480-4300 Any Town, NY 11969
. @
Part. Code: email: g ACTIONS
. s X s WELCOME EMAIL: | to User (default) 3 CREATE  CHANGE CODES
Present. Code: Billing Code: 14 —
& c PLAYBACK EMAIL: | to User (default) 3 CREATE
Confirm. #: ist 8 0| a
User List =] gl LOGIN: 79739728 PASSWORD: 7581368 WEB CONFERENCING
S| = ROOM INFORMATION
=) CODES .
A 13 PARTICIPANT: 7581368 TngLAéRIE';:S NONE
User Search Element S 2 HosT: 79739728 TOLL/INTERNATIONAL: NONE
4 % S p PRESENTER: 797397268
User Search Result List a1 2 SETTINGS
Q g PHONE USAGE REPORT: TIME ZONE: Eastern Time (US & Canada)
v g 2 OPERATOR ATTENDED:  No
o | o CONFERENCE START :
9 @ % START MODE: Interactive ACTIVITY NOTIFICATIONS
= NAME RECORDING: On ENTRY ANNOUNCEMENT: Tone
CHAIR FUNCTIONS EXIT ANNOUNCEMENT: None
m CARD NAME HEC PEC STAT E.? END ON CHAIR HANGUP: Yes RECORDING SIGNAL: None
\>_<, ALLOW CHAIR DIAL-OUT: No
181898 Jane Q Public 79739728 7581368 (A)  Select ALLOW CHAIR RECORD/PLAYBACK:  Yes
BILLING CODE
THE BILLING CODE FOR ALL CALLS FOR THIS ROOM WILL BE SET TO 'SALES'
181896  Jane Doe 69292736 8042904 A Select
() CONTACTS
EMAIL: anyone@anywhere.com
178147  John Doe 92608136 7524828 (A) Select CCEMALL: ccanvone@anvwhere.com

DATES
CREATED:
LAST USAGE:

07/03/11 04:07 PM
05/01/11 06:41 PM

LAST MODIFIED: 07/04/11 09:49 AM
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8-1 SEARCH FOR AND VIEW USER SETTINGS

Once youbve famildi

arized yourself wit Bectiorh8e, ybusase aawtprepared taskaech Us er | nf o
for and view your user details. You can do so by following these steps:
Search for Your User(s): At the top left of the User Info screen you will find the User Search box. Using this box, you can filter
your users by using the following fields and clicking search (Note: i f t he user youodre |l ooking for is alreac
below the search fields, you can skip this step and go to the next one):
| [a) Acct # or Company: Search for users that belong to a specific acct or company name (use this if you have more than 1 acct).
® Host, Participant or Presenter Code:  Search for users by their specific host, participant or presenter codes.
[(c] Card Name or Email: Search for users by their name or email address. (Card Names are covered in Section 8-4.)
(d] Billing Code or Confirmation #:  Search for users by their billing codes or confirmation numbers.
(e Click Search: Click the Search button to select your account (or clear them by clicking Clear to start a fresh search).
Select Your User from the User Search Result List: Just underneath the User Search box outlined in step 1 is the User
Search Result List. By default, this list will be populated with all of your users. If you wish to filter them you can do so by using
the search functionality outline in the above step.
(a) Find Desired User: Scan the user list and choose the user you wish to view/edit the details of.
- (D) Select User: Find the user you wish to view/edit the details of and click the & e | elinkilogated in the far right column.
Once youdve found and selected the user you with to viee/edit the det
Details box |l ocated on the right side of the screen (titise User Details
now popul ated with the details of the user youdve chosen.
View Your User Details: Once youdve filtered and selected your wuser (as shown in t

the details of your selected user and edit them if you wish. To do so:

®
3

View User Details: View your selected account details in the right hand side of the screen.
Edit User Details: Click the 6 E d buttoi located above the user details box. Editing user settings is covered in Section 8-4.

Figure 8 -2 Search For Users

REPORTS INVOICING > ACCOUNTS > LoGouT

> ACCOUNTS > USER INFORMATION <—— Take note of our location. PREFERENCES >

EDIT ——@— Click to edit User Details (covered in  Section 8 -4).

v5.23 06-6-2011

SEARCH
Acct #: @ Company: USER INFORMATION
(13 ' STATUS: Active ADDRESS
Host Code: ® Card Name: CARD NAME:  Jane Q Public LexCorpt )
. ATTN: Jane Q Public
Part. Code: email: AccT #: AT10041726
@ COMPANY: LexCorp1 121 Any Street
Present. Codey Billing Code? ' Any Town, NY 11969
[10) e 4 . PHONE #: 877-480-4300 v ’
i . ) )
ist =
User List 1] WELCOME EMAIL: | to User (default) ~ CREATE  CHANGE CODES
D CARD NAME HEC PEC STAT PLAYBACK EMAIL: | to User (default) v CREATE
181898 Jane QPublic 79739728 7581368  (A) LoGIN: | 79739728 PASSWORD: | 7581368 WEB CONFERENCING
181896 Jane Doe 69292736 8042904  (A) ROOM INFORMATION
178147  John Doe 92608136 7524828  (A) CODES DIAL IN'S
PARTICIPANT: 7581368 TOLL FREE: NONE
' " HosT: 79739728
User Status: (A) Active, (C) Cancelled, (S) S ded :
ser Status: (A) Active, (C) Cancelled, (S) Suspende PRESENTER: 70739768 TOLL/INTERNATIONAL: NONE
Choose Your User Select Your User SETTINGS
. . PHONE USAGE REPORT: : i
This is your User List. If you have more than A TIME ZONE: Est Time (US)
Typically you will have one user you can select OPERATOR ATTENDED:  No
more than one user, and between them using CONFERENCE START
you are free to create as these 6 S e | lnks.tlfo START MODE: Interactive ACTIVITY NOTIFICATIONS
many as you need. If you you only have one user it NAME RECORDING: On ENTRY ANNOUNCEMENT: Tone
do have more than one will be selected by default CHAIR FUNCTIONS EXIT ANNOUNCEMENT:  None
user this list will show _ and the User Detail box END ON CHAIR HANGUP: Yes RECORDING SIGNAL: None
more than one, otherwise will automatically be ALLOW CHAIR DIAL-OUT: No ’
there will only be one. To populated with the ac- ALLOW CHAIR RECORD/PLAYBACK: Yes
view your users details, count details located to
clickthe 6 S e | linkcniexb the left. The currently BILLING CODE
to the one you wish to selected User will have a THE BILLING CODE FOR ALL CALLS FOR THIS ROOM WILL BE SET TO ‘SALES'
view as shown in step blacked outd Se | limk t 6 CONTACTS
as seen in the picture EMAIL: anyone@anywhere.com
above. CC-EMAIL: ccanyone@anywhere.com
DATES
CREATED: 07/03/11 04:07 PM LAST MODIFIED: 07/04/11 09:49 AM
LAST USAGE: 05/01/11 06:35 PM
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8-2 USER ROLES

Now that youodbve found your users and have familiarized ytalersel f wit
if you wish to do so. Before we do that however, you should familiarize yourself with conferee Roles. As you know, conferencing

allows you to hold a telephone call with a virtually unlimited number of participants, but not all of these participants are created

equal. Some will have more control over the flow of the conference than others and this difference is linked directly to and deter-

mined by their Role. When you create users you will receive between 2 and 3 conference codes that will allow you to login to the

conference. Your Role in a conference is dependent on which of these code you use to login when you dial into the call. So for

instance, if you log into the conference using host/moderator code, you will be a host/moderator in the call, and will have all the

host/moderator functionality available to you. There are three Roles in total and they are defined as follows:

Figure 8 -3 User Roles and their Associated Conference Touch Tone Functions

Moderator/Host Role (Common):  This elevated role uses the Host Code and is generally used by the owner of the user or
the speaker in the conference call. Using this role will allow the host to control the conference with commands entered into a
touch-tone phone. Host/Moderator commands include:

*008 Entering *0 toggles Request for Operator Assistance - use this if you need an operator to assist you.

*508 Toggles Conference Lock - Secures the conference and prevents operators and other callers from joining.

*60 Toggles Self-Mute - Mutes your line only.

*78 Toggles Conference Mute - Puts conference in Presentation mode which mutes all lines except for host and presenter roles. Note:
This exception is the only benefit of choosing the presenter role outline below.

#10 Roll Call: Plays a list of all the callers to the moderator, Name Recording must be enabled to activate this feature (see Section 8.4).
#20 Participant Count - Tells host/moderator how many participants are currently in the conference.

#3080 Access Dial Out Vestibule - Allows the Host/Moderator dial-out to participants, please to contact your conference provider to acti-
vate this feature.

#78 Toggle Record - Turns the conference recording on and off, recording must be enabled for this feature to work (see Section 8.4).
990 End Conference - Disconnects everyone from the conference and closes the call, proceed with caution .

As you can see, using a host code to access the host role can grant some very useful privileges so it is important to only give
host codes to the participants who you want to control the conference.

Presenter Role (Not Common):  This role is a small step above the Participant/Guest role outlined below, and uses the Pre-
senter Code. The only thing that differentiates this role from a Participant/Guest role is that a guest logged in as a Presenter
will not be muted when a Host puts the conference into presentation mode by pressing *7 on their phone. This role is limited
in scope and is only necessary for specific instances in which yo
always be able to speak when your other guests cannot (speaker). This can be valuable for presentations. Presenters have

the following limited key commands at their disposal:

a guest

*00 Toggles Request for Operator Assistance
*60 Toggle Self-Mute - Mutes your line only.

Pro-Tip: If you receive this code when setting up a new user but do not need it, just discard it.

Participant/Guest Role (Common) : This role uses the Participant Code and is generally given by the user to guests who the
user wants to join the conference. The Participant role has the following key commands at their disposal:

*00 Toggles Request for Operator Assistance
*60 Toggle Self-Mute - Mutes your line only.

As you can see, participant/guest roles have virtually no control over your conference and as a result, most of the people you
invite to join the conference call should receive a participant code instead of a host code.
ser Setti

In addition to granting privileges, roles can also play an important part in determining the way in which a conference flows as par-
ticipants join the call. Depending on how you setup your user, you can create conference flows in which guests are not allowed to
speak with each other until the conference begins (this can be a useful way to moderate the call) and more. These settings and
others are discussed 8idkdtinghYeur dsernSettingse ct i on titl ed o

8-3 USER ACTIONS

Now t hat youbve f amil iRokd,z ed dy auhres edsferwiltnhf oUssecrrse,e n, |l etds talk abou
mentioned previously, Users are basically named containers for conference codes and settings, and how you configure these

settings can have a major impact on your conference. From enabling recordings, requesting operator assistance, enabling the

ability for the moderator to dial out to others, determining whether participants can speak with each other without a host present,

sending user informational emails, changing your codes and many more, Users have powerful options available to them. While

some require you to contact your conference provider to enable (dial outs, operator assistance), many you can configure yourself

at ManageYourConferencing.com.
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8-3 USER ACTIONS (CONTINUED)

To get started, lets take a look at your available User Actions in the User Details Read Only box on the User Info page. To get to

the User I nfo page, hover your mouse over the O6Accounts?d

6User I nfod submenu (you c &awlUsdrssbo |gentk henr & hbey rcelaidc koindgy tvhee sG on

the Account Info page). The read only version of the User Details box will display the following actions:

me n u

Welcome Email : A welcome email is an email that contains a listing of your user settings and instructions on how to join a
conference call. Once youbve setup a new user or Greateé ma

- to the Welcome Email label and the website will send an instructional welcome email to either of the email address displayed
in the 6Contactsd secdmaked Bfbeldwb depandirg on whiehtoptionlysu clipase in the Welcome
Email drop down boxd marked .

Playback Email : A playback email is an email that contains instructions on how to listen to a previously recorded conference

n th
of t

dke mexhange t

call, but only if your wuser has been setup fCoerte6t hliisnkf unnecxtti otnoa Itihtey .PIlafy

- back Email label and the website will send an instructional playback email to either of the email address displayed in the
6Contactsd secti on danfarked Bebelohs edependiegtom whictsoptibroyeu choose in the Playback Email
drop down boxd marked @.

Change Codes : If your codes get compromised or you need to change them because of changes in your organization or

® affiliates, you ma@ha®Codeed blyi cki cKhing wihlel 6i nstantly update
codes will no |l onger work. This can be very wuseful to prevent

Web Conferencing : If you have Web Conferencing enabled on a specific user, you can automatically login to a web session

by cl i cWébonferteritieg @ | i nk. Doing so wild.l open a browser window and

For more information on this feature, please contact your conference provider.

Figure 8 -4 Explore Your Available User Actions

REPORTS INVOICING > ACCOUNTS > LoGcouT
> ACCOUNTS > USER INFORMATION <—— Take note of our location. PREFERENCES > v5.23 06-6-2011
SEARCH EDIT Click to edit User Details (covered in ~ Section 8 -4).
USER INFORMATION
Acct #: Company:
pany STATUS: Active LALZ:DREfS
Host Code: Card Name: . : exCorp
. CARD NAME:  Jane Q Public ATTN: Jane Q Public
Part. Code: email: AccT #: AT10041726
COMPANY: LexCorp1 121 Any Street
Present. Code:| Billing Code:| ! Any Town, NY 11969
Ting Lode PHONE #:  877-480-4300 v onn,
User List £ J ~— Click here to export a list of your users and their . 3
associated settings to an excel spreadsheet. 0 WELCOME EMALL: | to User (default) CREATE  CHANGE CODES e
[} CARD NAME HEC PEC STAT @ PLavsack EmalL: [ to User (default) |~ CREATE
181898 Jane QPublic 79739728 7581368  (A) Select LOGIN: | 79739728 PASSWORD: | 7581368 @ \WeB CONFERENCING
181896 Jane Doe 69292736 8042904 (A) Select ROOM INFORMATION
178147  John Doe 92608136 7524828 (A) Select CODES DIAL IN'S
Eg:;'F'PANT' ;g?;;?gs ToLL FREE: NONE
PRESENTER: 70739768 TOLL/INTERNATIONAL: NONE
SETTINGS
PHONE USAGE REPORT: TIME ZONE: Est Time (US)

User Details Read Only Box
OPERATOR ATTENDED:  No

As weobve discussed, this is the ﬁR@oﬁF‘L‘REQC’E‘IST%QT version of the User
Details box. It is important to remember the difference between START MODE: Interactive

this and the AEditabled version. iNdrecordn@®f Si ongyhas r e%dCleH.Y#OTIFIG.AB.IQNSS
for settings (meaning you cannot change them) and clickable NTRY ANNOUNCEMENT: Tone

Actions available to it (like sending emails as discussed above) CHAIR FUNCTIONS EXIT ANNOUNCEMENT:  None

while the REditableo version changga CHARHANGUR: o\ (Yes RECORRING §IGNAL:  None
L% cullbliour® T TR Tea

. o ) LLOW cHAIR'DIALZOUT! o

settings to their editable version so you can change them.
ALLOW CHAIR RECORD/PLAYBACK: Yes

To switch from the read only version to the editable one, click BILLING CODE

thedit® | ink at the top of the User TBesituadcopsrForuQ BALLS FER MHES ROOMWOLIUBD SETEO 'JALBS'

the Editable version youpdaedn asiwi t % NT[A)?ck using t 6

@ancel6 | i nks which wildl appear abog A %é User Deﬁa s box,

repl aciEdig { hekéthat was there befor youanovr\}e;@n g geem
CC-EMA?L: ccanyone@anyw?\ere.com

Edit mode is discussed in the Section 8-4.
DATES
CREATED: 07/03/11 04:07 PM  LAST MODIFIED: 07/04/11 09:49 AM
LAST USAGE: 05/01/11 06:35 PM
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8-4 EDITING YOUR USER SETTINGS

Now that wedve discussed your user actions, itds time tiaingdive into
them. To learn more, follow the steps outlined below (Note: these settings correspond to Figure 8-5):

b | Above the User Details box on the right hand side of the screen click the ¢ E dlink.o

Once youdve completed step 1 the User Details box will switch from 06Re
- boxes, and drop downs will take the place of static text. User details can now be edited as shown in the image labeled - in
Figure 8-5. If you wish to make changes to your user settings you may do so by using the guide in the next step.

® Starting from the top left of the editable User Details box, the User Detail settings are explained as follows:

() User Status: This setting displays your current user status. It can be one of three possible values:
Active: Your user is active and the conference codes assigned to it are ready for use.
Suspended: Your user is not active, and the codes assigned to it are not available for use. This can occur if your account
is past due, if you requested the room be suspended or if you suspended it yourself via this site. Note: You can set your
own users to the suspended status and should do so if any of your users are no longer with your organization or if their
codes have been compromised. This will help protect against fraud.
Cancelled: Your user is not active and the codes assigned to it are not available. This can occur when your account is
cancelled or has expired (this can happen after extended periods of non-use). If your user is cancelled by mistake, you can
contact your conference provider to reinstate it.

(b)) Card Name: This displays the user name for the selected user. This can be changed if you want to assign the code elsewhere.
This field can also be useful invoicing and reporting if you wish to group usage together by this field.

Phone & Address: These control your users location information, you can change them if they are incorrect.

Phone Usage Report: If enabled, the Phone Usage Report option will email a conference usage report after each conference to
the addresses outlined in section. The report will contain information on who joined the conference (including caller ID informa-
tion) and how long they stayed online. This is an extremely valuable option that is definitely worth trying out (you can disable it at
anytime). The Phone Usage Report comes in the following three flavors:

On-Show $: Choose this option to include a breakdown of costs (minute fees/taxes/totals) with your report.

On-Hide $: Choose this option to receive the report without a cost breakdown (report will still include caller ID and minutes
used per caller).

Off: Choose this option to disable the Phone Usage Report.

(e ] Operator Attended (not editable):  This will display whether your user is setup to receive operator assistance while in confer-
ence. This can be useful for dial outs in which you want the operator to connect your parties or question and answer style con-
ferences in which the operator introduces and moderates the proceedings. Ask your conference provider for more details.

@ Time Zone: This specifies the time zone for a particular user. Note that this can be different from you account time zone.

@  Start Mode: This option controls the way your conference operates as your participants join the call (note that this setting can be
dependent on a parti ci Peatiort82h Forinstaree, some algarszations grefed a moderator or host to
be present before their participants or guests can speak to each other in a conference. In this case, the participants or guests
will be holding to musicd unable to hear or speak to one anotherd until the host or moderator arrives. This can be useful to
prevent wunauthorized access in the event your participants or guests wa
without a host or moderators permission. Other organizatlhi ons may feel d
for participants or guests to have to wait for a moderator or host to join a call before they can hold a meeting (you will be billed
for this hold time), and in this event might choose the Interactive option to allow all parties to speak freely from the moment two
or more have joined the conferenced regardless of their role. So depending on how decide to manage your conference flows,
you will have the following Start Mode options available to you:

Interactive: When using Interactive Mode all of your participants will be able to speak and hear one another from the
moment they join the conference regardless of their role (see Section 8-2 for more information on roles). This can be a
useful mode if you want your participants/guests to be able to converse even if a host/moderator has not joined the confer-
ence.

Music -Awaiting -Chair: When using the Music-Awaiting-Chair Mode your guests or participants will not be able to hear or
speak to one anotherd they will be holding to musicd until a moderator/host joins the call by dialing in with their host/
moderator conference code. So for instance when using this mode, if you give out your participant/guest code to ten people
and they all join your conference call ten minutes early, none of them will be able to speak with one another until you or
someone with a host/moderator code joins the conferenced at which point all of the lines will be open and everyone will be
able to speak. This can be useful to prevent your guests from using the participant/guest code you gave them to hold their
own meetings without your permission.

Music -to-Presentation: With this mode all participants/guests (conferees who use the guest/participant code when joining
your call) will be holding to music and unable to speak or listen to each other until a host (conferee who uses the host/
moderator code when joining the call) joins the conference. At this point all the participants/guests will be taking off hold
and placed on mute while any host/moderator/presenter lines will remain open (for more information on Presenter roles see
Section 8-2).

Music -Manual -Control:  With this mode, everyone that joins the conference (all roles included) will hold to music until a
conference operator opens the call. This setting has extremely rare use cases and should only be chosen in conjunction
with a conference operator from your conference provider.

(h) Name Recording: As you (as the host/moderator) and your participants/guests join your conference call you can choose to
record all names by checking the Name Recording box. Doing so will cause the system to ask everyone to say their names
before they are placed in conference, and it will record their response. Once done you can choose to have the system play back
their names to the conference as they join the call as outlined in step @of this section. This can be useful for knowing who is
joining your conferences. In addition, by enabling this option you (as a host/moderator) will have access to the roll call functional-
ity by pressing #1 on your phoned as shown in Section 8.28 which will allow you to hear a private on-demand roll call of every-
one that joined.
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®

@  Entry/Exit Announcement:  These settings determine the type of audible notification that is played into the conference while
you are in conference when another conferee joins or exits the conference. These can be a useful options for keeping track of
when a conferee joins and exits a conference as well as knowing how many conferees are participating in your conference, and
can even be configured to play a recor diPnogTippMostesersdhoosedddisable 6s name as they
the Exit Announcements completely while leaving some sort of entry announcement on.) Your options are:

None: This option disables the audible conferee entry and exit notifications completely and in doing so will prevent any
sound from being made when someone joins or leaves your conference. This can be useful to prevent joining or exiting
callers from interrupting your meeting but should be used with caution because if this option is selected there will be no way
for you to know when someone joins your conference because you will hear nothing. In this case youd as a moderatord
will still have the option to press #2 on your telephone keypad to receive a private participant countd as outlined in Section
8.28 if you need one.

Tone: This option causes the system to play a short beep into the conference whenever a conferee joins or leaves. This is
the least intrusive notification option and is most commonly used.

System Message: This option will play a very generic pre-recorded system message each time a new conferee joins or
leaves your conference. This option can be fairly intrusive and has no real benefit over the Tone option above, as a result
this option is not commonly used.

Personal Message: When used in conjunction with the Name Recording option discussed in step@of this section, the
Personal Message option will first record a conferees name just before they are placed in your conference then play it back
into the conference immediately after they join or leave. This can be a very useful choice for keeping track of who is partici-
pating your conference calls, because you will know exactly who is joining and leaving as they join and leave. Pro-Tip: In
order for this option to work correctly, the Name Recording boxd explained in step@ of this sectiond must be checked.

[) ] Recording Signal: Wh e n s & & n,d&adsoudd will be played into the conference when a moderator initiates a recording by
pressing#7on t heir tel ephone PlgSygeandisssagdfh ern heetc otnd ed encing system will play a
conference is now recordingd message when a moderator or operator initiat

(k] End on Chair Hang -up: If this option is checked your conference will end the moment a host/moderator disconnects from itd
whether intentionally or unintentionally. This option should be used with extreme caution and is especially sensitive to cell
phones with bad reception. An alternative to this setting is to have the host/moderator press 99 on their telephone keypad, as
outlined in Section 8-2. Doing so is a manual way to close the conference disconnect all the parties without relying on the unpre-
dictability of this setting.

@  Allow Chair Dial -out (Not Editable): This controls a host/moderators ability to dial out to participants from within the confer-
ence. When this option is enabled, you as a host/moderator will be able to access the dial-out vestibule by pressing #3 on your
telephone keypad where a system assistant will guide you through the process of calling other participants and joining them to
your conference. To enable this feature, please contact your conference provider.

@  Allow Chair Record/Playback: ~ This controls a host/moderators ability to initiate a conference recording. When this option is
checked the host/moderator will gain the ability to record a conference currently in progress by pressing #7 on their telephone
keypad (pro-tip: once youdve started a recording # asecoeddime). fthisgptionisnotat any ti me by pr e
checked the recording functions will be disabled. In addition, once your recorded call is over you can send yourself a playback
emaild as outlined in Section 8.2 to receive instructions that will show you how to dial in and listen to your recording. Finally, if
you need a copy of your recording please contact your conference provider after the call has completed.

@  Billing Code: This section controls the billing code that is associated with a particular user. Billing codes are useful for your
billing purposes and can determine how your invoice is configured as outlined in part@ of Figure 7.2 in Section 7.2 ManageY-
ourConferencing offers the following billing code options:

None: If this option is selected a billing code will not be associated with the user.

On the Fly: With this option youd as the host/moderatord will be prompted to enter your bill code each time you dial in to a
new conference call . This will associate each conference with itdés own
very useful for cataloging specific conference calls with specific billing codes.

Hard Coded: When this option is selected the text box to the immediate right of the option button will be enabled and you

will be able to type in a hard coded billing code which will be applied to every conference call from that point forward. This

option is not as dynamic as the 60On the Flyd option above because it is
ence calls, however this hard coded billing code can be changed at any time to reflect a new billing code of your choice

simply by updating it again here.

Available Values: This drop down box holds a history of your past billing codes across your account. You can select one

of those values from the drop down for quick access to your past codes and it will automatically populate the text box to the
right of the o6Hard Coded6é option with the value you selected. This is |j

@ Contacts: Your user contacts control which email addresses receive from your conference provider as well as the emails you
create yourself as outlined in Section 8.3. You can update these boxes as necessary and send your Welcome and Playback
emails to whomever needs them.

o Dates: These are just informational | abel €r wh ithe foinretime thaethisuseywast t he date this u
dast Modifiedd (t he | ast time the user settilasylésagade r(et huep dlaatsetd )t,i naen da tchoen fdearteen coef wy:
held with one of the userdés codes). In addition, you cian click in the o6La

Report with will show you all the activity that took place during the last conference.

Once youbve made changes to the fields outlined in the above step you

() To Save Your Changes: Cl i c KJpdata@® 16i nk | ocated above th
- (0} To Discard Your Cha