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1. Introduction

The AT Conference Plugin for Microsoft Outlook® makes it easy to add conference
access information to your emails and appointments. It creates customizable command
buttons that, when selected, add conference access information to the body of your forms.
No more looking up conference phone numbers, passwords, or URLs. No more typo’s
that delay the start of your meetings.

For added convenience the Plugin is easily updated via an E-Z fill form.

This document provides information on how to customize and use the AT Conference
Plugin for Microsoft Outlook®.
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2. Entering of Conferencing Data - (Installation / Update)

AT Conference utilizes an E-Z fill form in order to facilitate easy one time entry of the
necessary conferencing parameters. These parameters are passed straight through to the
Outlook Plugin eliminating the need to utilize the customization tools available within the
Outlook Tools Option.

This simple procedure can be used at the time of initial installation as well as an update if
codes or dial-in numbers change.

Vista and Windows 7 machines must have Internet Explorer 8 installed or User Account
Control must be turned off during the installation.

Info on turning on/off UAC can be found at the following URL.:
http://www.howtogeek.com/howto/windows-vista/disable-user-account-control-uac-the-easy-
way-on-windows-vista/

2.1. First Time Installation

« . Download Plugin for Microsoft Outlooks - New Installation

Complete the farm helow and click "Install Plugin® to begin the installation process. Your conferencing account
details can be found onyourwelcome email orwallet card. Click here if you need to retrieve your audio
padicipant code

Enter your Information - All Fields are Required

First Marne: |JDE

Last Marne: |Smith

Campany: |Acme Caorp.

Erriail: |ismithg@acmecorp.com

Phone: |631-555-5555
Enter numbers and dashes onky: 111-222-3333

Conferencing Account Details

Tall-Free Dial-In Mumber: |BEE-555-5555

Entar numbers and dashes onky: 114-222-3333

International Toll Dial-n |4D4-555-BEEB

Mumhber:
Enter numbers and dashes anly; 111-222-3333

Audio Paricipant Code: |1 23455-,1

Entar numbers anly: 123456739

install Plugin

PO Box 2939, Southampton, NY 11969 2
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2.1.1. Please enter the following information to register the Plugin for Outlook.
Registration is used only for notification of product updates.
First Name
Last Name
Company Name
E-Mail
Work Phone Number
2.1.2. Using either the welcome e-mail sent at the time of account sign up or the
wallet card enter in the following data into the E-Z fill form.
e Toll Free Dial-In Number
e International Toll Dial-In Number
e Audio Participant Code
2.1.3. Click the Install Plugin button for a first time installation. The installation
process will begin.

2.2. Update of Conference Information

« . Plugin for Microsoft Outlooke - Update Existing Installation

Complete the form below and click "Update Plugin® to hegin: Your conferencing account details can be found
onyourwelcome email orwallet card. Click here ifyou need to retrieve your audio paticipant code.

Enter your Information - All Fields are Required

Tall-Free Dial-In Mumber: ;355_555_5555

Enter numbers and dashes anly: 111-222-3333

International Toll Dial-in i4n4_555_5555

Murmbet:
Enter numbers and dashes anhy: 141-222-33332

Audio Paricipant Code: i1234551|

Entar numbers anly: 123466722012
Update Plugin

Privacy Policy | AT Conference will not =hare your information with any third parties for marketing purpozes

2.2.1. Using either the welcome e-mail sent at the time of account sign up or the
wallet card enter in the following data into the E-Z fill form.
e Toll Free Dial-In Number
e International Toll Dial-In Number
e Audio Participant Code
2.2.2. Click the Update Plugin button to revise any conference information. The
update process will begin.

PO Box 2939, Southampton, NY 11969
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3. Using the AT Conference Plugin for Outlook® in Emails

I_@ Ho90 e e 5 sample E-Mail Invitation - Message (HTML)
Message  Insert  Options  FormatText  Addns _ <:’_smm
| Schedule | Web Conference - One Time Code
| Audio Conference
|'Web Conference <:
AT Conference
This message has not been sent.

Blie——

[account - | [ ge. ] |

Subject: ! Sample E-Mail Invitation|

The conference will be held on 7/29/2010 at 1:00 PM Eastern Time
It will last 30 Minutes.
Double Click the attached Invitation file to add this to your calendar.

Audio Conference Details: Eshfornos actads

Domestic Toll Free: 856-555-5555 information as
International Toll: 857-555-5555 added to the body
Participant Code: 1234567 of the e-mail.

‘Web Conference Details:
Click HERE to Join the Web Conference.
Participant Code: 1234567

If this Is your first meeting with Web Conferencing, we recommend that you perform
a system check to ensure a successful conference.
Click HERE to begin the check

Any questions please contact customer support at 1-877-480-4300

Conferencing services provided by
Conferance Call Services

-
«, AT Conference Wb Confersncing

LEAAN MORE sbout o ot www, AT ference oo

PO Box 2939, Southampton, NY 11969
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Outlook 2007 / 2010

In Outlook 2007 and 2010 the Plug In buttons are viewed via the AT Conference tab.

ay

Da) | * ample E-Mail Invitation - Message (HTML

kesiage [nsert Ciplions Format Text Add-Ins AT Confetence

| Schedule Web Conference - One Time Code

| Audio Conference |
Web Conference

& P Saftware

AT Conference

This message has not been sent,

q From... | Support at AT Conference
send |T] sampie Bateprference com

l Account = ] l Eca ]
Subject: Sample E-Mail Invitation|

Outlook 2002 / 2003

The Plugin adds the AT Conference Toolbar to the Email window of Outlook.

¢ | Schedule | Audio Conference | Web Conference | Web Conference - One Time Code E

Clicking on a button adds the appropriate conferencing information to body of the Email.

The Buttons are ordered in a typical usage sequence from left to right but can be also used in any

sequence.
1. Schedule - |=eh=dule
2. Audio Conference - | #4di Conference
3. Web Conference - | &b Canference
4. Web Conference — One Time Code - | "&b Conference - One Time Code
Clicking on a button adds the appropriate information to body of the Email.
1. Open a new email.
2. Enter the information you would like to include in the email. You do not need to add
conference access information.
3. If the Plugin for Outlook® Bar is not visible then select View/Toolbars/AT Conference
Plugin for Outlook.
4. Select the appropriate button(s) on the Plugin for Outlook® Bar and the access
information is added to the bottom of the email.
5. If you selected a schedule button a Schedule form is presented. See the Schedule
Description section below.
6. Send email.

Note: For Outlook 2002 SP3 a security warning will be presented when you send the email.
Select “Yes’ to continue and send the e-mail.

PO Box 2939, Southampton, NY 11969 5
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3.1. Schedule Description

The Schedule form is shown when a Schedule button is selected. This form collects schedule
information in a similar format to the Outlook Appointment form. This information is added
to the e-mail in the format provided by the button text field configuration. When the e-mail is
sent, an iCalendar file is created. The file will open in an Outlook Meeting Notice form.
Recipients can open the file, automatically add the meeting to their calendar and can select
Accept, Tentative, or Decline.

Location: |Teleconference

Start time: [11,/30,2006 = | 3:00PM =

End time: [41,/30,/2006 > | 3:30PM =
keeting Options

W Reminder: |1 hour =l I gzr:uﬁs‘-falues

[v Add thiz meeting to my calendar

................................

k. Cancel ‘ ‘

3.1.1. Location
Specifies the location of the conference.

3.1.2. Start time

Specifies the start date and time. Changing the start date or time will automatically
change the end date or time, maintaining the same duration for the conference. The start
date and time cannot be earlier than the present time.

3.1.3. End time

Specifies the end date and time. Changing the end date or time does not affect the start
date and time, thus altering the duration of the call. The end date and time cannot be
earlier than the start date and time.

3.1.4. Reminder

Selecting the Reminder checkbox and entering a reminder time will override the
recipients default reminder time. The recipients default reminder will be used if the
checkbox is unchecked.

3.1.5. Add this meeting to my calendar
If this checkbox is checked the Addin will save this appointment to the originator’s
calendar.

3.1.6. Save as Default VValues
Check this box to save the Meeting Options values and use them by default when the
Schedule form is opened.

PO Box 2939, Southampton, NY 11969 6
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3.1.7. OK
Select OK to add the schedule information to the e-mail.

3.1.8. Cancel
Select Cancel to not add the information to the e-mail or not make changes to information
already on the e-mail.

3.1.9. Remove
This is only available if schedule information has previously been added to the e-mail.
Select this button to remove the schedule information.

3.2. Audio Conference Description

The Audio Conference button enters into the body of the e-mail or appointment meeting the
following information. The entries are based on the information as provided upon initial
installation or subsequent update.

3.2.1. Domestic Toll Free
Toll free number to be dialed within the domestic US, Canada, US Virgin Islands and
Puerto Rico.

3.2.2. International Toll
Toll number for which International participants can dial in directly or any other
participants who do not have access to toll free dialing.

3.2.3. Participant Code
The code which all participants will need to enter to participate in the conference.

3.3. Web Conference Description

The Web Conference button enters into the body of the e-mail or appointment meeting the
following information. The entries are based on the information as provided upon initial
installation or subsequent update.

3.3.1. Link to join the Web Conference
A direct hyperlink to take the participant to the Start or Join a Web Conference page.

3.3.2. Participant Code
The code which all participants will need to enter to participate in the conference. If the
link is used the participant code will auto-populate in the participant code field.

3.3.3. System Check
A direct hyperlink to a system check that participants can use to verify their computers
settings prior to attending a web conference.

3.4. Web Conference - One Time Code Description

The Web Conference Details form is shown when the Web Conference — One Time Code
button is selected. This form obtains a One-time Participant Code from the providers server if
this option is selected. The Participant Code replaces the #ParticipantCode# variable in the
button text field.

PO Box 2939, Southampton, NY 11969 7
877-480-4300
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Web Conference Details

" Uze Permanent Participant Code

Permanemt
Participant Code:

* lze One-time Participant Code

Ore-time
Participant Code: |
This one-time Participant Code will be required
to =start or join the conference

k., Cancel

3.4.1. Use Permanent Participant Code

Select this option to use your Permanent Participant Code. The code will be automatically
entered into the text field. You can change the value of the Permanent Participant Code
for this conference.

3.4.2. Use One-Time Participant Code

Select this option to obtain a One-time Participant Code. The code, obtained from the
providers server will be automatically entered into the text field when this option is
selected.

PO Box 2939, Southampton, NY 11969 8
877-480-4300
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4. Using the AT Conference Plugin for Outlook® in
Meeting/Appointment Invitations

l'.'.‘_-&) HO>e e s Untitted - Appaintmant
)

Appointmient Insert Format Text AT Conference —

| Audio Conference

| Web Conference —
| Web Conference - One Time Code

AT Conference

This appaintment occurs in the past,

Subject: §_Samnll_.' Dulmn_k Calgndar Imnvitation|

Location: . |
Starttime: | Thu 7/29/2010 ™| [s00aM | ] an day svent
Endtime: | Thu7/29/2010 '

.'\f- :5.'30 .Qh:1 L

=======c=== COMNFERENCE ACCESS INFORMATION ==========

Conference access
informationas
Domestic Toll Free: 866-555-5555 added to the body

International Toll: 857-555-5555
e o et of the calendar

Participant Code: 1234567 St
invitation.

Audio Conferance Details:

Web Conference Details:

Click http://www.atconference.com/web-conferencing/login.php/?schadid=1234567 to Join the Wab Confarence,
Participant Code: 1234567

If this is your first meeting with Web Conferencing, we recommend that you perform
a system check to ensure a successful conference.
Click http://www.atconference.com/browsercheck.php to begin the check

Any questions please contact customer support at 1-877-480-4300

Conferencing Services Provided by AT Conference. htto:/fwww.atconference.com

Go to http:/fwww.atconference.com/outiook to learn more about conferencing.

PO Box 2939, Southampton, NY 11969
877-480-4300
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Outlook 2007 / 2010 - Ribbon Control

In Outlook 2007 and 2010 the Plug In buttons are viewed via the AT Conference tab.

D) k) = Untitled - Appointment
a)
~r Appoimtment Insert Format Te iy Saftware

| Audio Conferente

| Wik Conference
| Web Conférence - One Time Cade

AT Condetence

This appointment occurs tn the past,

Subject:

Location:

Stagt time: | Mon 7/19/2010 W 300 AM » D Al day eyent
End time: | Mon 7/%/2010 w330 AM ~
Outlook 2002 / 2003

B untitled - Meeting
© e 0t Yew rsert Fomat  Took  Actions  Help

_Jﬁ 4 4 ng C‘Rﬂcgmnl:e... Teancellovitation . 1 4 X Ji.. ﬂg
| ddiey Conferance | Web Conference |%waﬂme-m1mcoduﬂ

Appontmert | Scheduing |

Invitations have not been sank For this mesting.

Clicking on a button adds the appropriate conferencing information to body of the Email.

The Buttons are ordered in a typical usage sequence from left to right but can be also used in any
sequence.

1. Audio Conference - | #udio Canference

2. Web Conference - | b Conference
3. Web Conference — One Time Code - | &b Conference - Gne Time: Code

The Plugin adds the AT Conference Toolbar to the Appointment/Meeting window of
Outlook. Clicking on a button adds the Text information to the location and body of the
Meeting/Appointment.
4.1. Open a new meeting/appointment.
4.2. Enter the information you would like to include in the notice. You do not need to
include conference access information.
4.3. Select the appropriate button(s) on the Tool Bar. The access information will be
added to the body of the appointment.
4.4. Send the Meeting notice.

PO Box 2939, Southampton, NY 11969 10
877-480-4300
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5. Customizing Your Access Information

Outlook 2002 / 2003 / 2007

You can customize the AT Conference Plugin Buttons using the Collaboration Tab. Select
Tools/Options on the Menu Bar of Outlook. 2002/2003/2007 Select the Collaboration Tab.

options 2 x|

Preferences | Mail Setup I Mail Faormak | Speling | Security |
Other: I Delegates Callaboration
Collaboration Buttons

Custormize the Collaboration Buttonz.
Button 2., | Button 3., | Buttond.. | Buttan 5.

Ahout

Conferencing services provided by This product licensed to:
AT Conference,

«, AT Conference

(0] I Cancel et o]

PO Box 2939, Southampton, NY 11969
877-480-4300
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Outlook 2010

You can customize the AT Conference Plugin Buttons from the File/Collaboration/Configure
button in Outlook.

Home Send / Receive Falder

B save s

2 Configure
gf:; Save Attachments

Info
Open
Print
Help

z] Options

Exit

Collaboration

5.1. Buttons

You can define up to four buttons to display in Outlook. There are two types of buttons. A
Text / Hyperlink button can place multiple lines of text and up to two hyperlinks on the
Appointment and E-mail forms. A Schedule button will place Meeting Schedule information
on an E-mail form.

5.1.1. Text / Hyperlink Button
A Text / Hyperlink Button Type presents the configuration window shown below. This

button type is used to add text and up to two hyperlinks to the body of an E-mail or
Appointment.

PO Box 2939, Southampton, NY 11969 12
877-480-4300



AT Conference Inc.

& Customize Collaboration Button 3 -10] x|

— Butto
v

Caption [[7or

Tooltip: {4dd web Conference Detals

— Text # Hypelink, 1
[~ Position Below the Laga [~ UzeFine Print [Times Mew Baomrian 8]

Test [Web Conference Details: ;I

Click |sl=§ld to Join the 'Web Conference.
Participant Code: 1126879

v Create a Hpperlink using the selected text.
URL Address [htp: //wip3 webdialogs. com/brands/INF/INF_tmericanT eleconnect/ ?schedid=1126879
[httpe dwwny rpdomaitinanne. com)
NOTE: A Hypedink is anly valid in HTML Formatted E-mails, The selected text is replaced with the LRL Address in &ppeintments and non-HTML E-mails.
— Test / Huperlink 2

[~ Position Below the Logo [ UseFine Fiint [Times Mew Roman 5]

Text |If this iz pour first meeting with ‘W ebcanferencing, we recommend that vou perfarm ;I
a spstem check to ensure a successhul conferehce.
Click [gl518 to begin the check
Any questions please contact customer support at 1-877-480-4300 _;'

¥ Create a Hyperlink using the selected text;
URL Address ihttp:ﬁwww.atconference. comdbrowsercheck. php

[http:ﬁwww.nwdomainname._cmﬁw]
MNOTE: & Hypedink is arily validin HTML formatted E-riails, The selected text is replaced with the URL Address in Appointrnents and non-HTML E-mails,

0K | Cancel |

5.1.1.1. Button Appearance
Check the “Show this button’ checkbox if you want this button to be loaded on the
Outlook forms.

The Caption and Tooltip have been predefined and cannot be changed.

5.1.1.2. Text / Hyperlink 1

This is the first set of text added to the form if this button is pressed. . The button will
add the text below the logo if the Position Below the Logo checkbox is checked.
Checking the Use Fine Print box will change the font size to small.

To create a hyperlink within the text, highlight the hyperlink text and check the
‘Create a Hyperlink...” checkbox. You must enter a URL for the hyperlink in the
format of http:// or https://.

A hyperlink is only valid in HTML formatted E-mails. On Appointment Forms or
Plain Text/RTF formatted E-mails, the hyperlink text is replaced with the hyperlink
URL. Enter your text so it makes sense in both environments.

5.1.1.3. Text / Hyperlink 2

This is the second set of text added to the form if this button is pressed. Leave the
text field empty if you do not need a second set. Typically this field is only used if
you need two hyperlinks in your button.

The rules for Text / Hyperlink 1 also apply to this line.

PO Box 2939, Southampton, NY 11969 13
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5.1.1.4. OK, Cancel
Select ‘OK”’ to save the changes or ‘Cancel’ to discard them.

5.1.2. Schedule Button

A Schedule Button Type presents the configuration window shown below. This button
type will present the Schedule form and add the schedule information to the body of an
E-mail. It will also attach the invitation.ics iCalendar file to the email. This button type
will not be loaded on Appointments.

€3 customize Collaboration Button 1 (=] 3|

—Button Appearance

Toolin |4dd Schedule Detail:

—Schedule Text

Test [The conference will be held on #5tanDatet ot #5tan Time# BTimeZonet
It waill last HDwirationd.

[Example: The Conference Starts o #5tanDatett at #5taitTimett)

HDurationtt - Duration caloulated from the Schedule Window
Dale_ Time  ye dDatett - End Date from the Scheduls Windouw
Vanables: }
HEndTimett - End Time friom the Scheduls Window
HLocationd - Location from the: 5 chedule Window
HStatD atett - Start Date from the Schedule Window
HStaitT imedt - Start Time from the Schedule Window

HTimeZonet - Tirme Zome from Systern Time Zone [nformation

Ok | Cancel |

5.1.2.1. Button Appearance
See Text/Hyperlink Button Type

5.1.2.2. Schedule Text
This text is added to the E-mail body after the Schedule form has been completed.

The Date Time Variables are replaced with values from the schedule form as the
text is added to the form.

5.1.2.3. OK, Cancel
Select ‘OK”’ to save the changes or ‘Cancel’ to discard them.

PO Box 2939, Southampton, NY 11969
877-480-4300
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5.1.3. One-Time Code Button Type
Selecting the One-Time Code Button Type formats the button window as shown below.
This button type will present the form used to schedule a One Time Participant Code.

€8 customize Collaboration Button 4 ) (=] 3|

—Button Type — Muoderator Edit

[¥ Check to give the moderator edit access ba the Button Text,

" Test dHyperlink ¢ Schedue &
: MOTE: This entry applies to all h_lftluns.

— Button Appearance ~WWehDialogs
v Show thiz buttor Participant Code |1126879

| IS

Toollip: §4dd One Time Participant Code - web Conference Details Code Variable: o\, .o, forms when the Button is selected.

— Text # Hyperlink 1

Test [Web Conference Details: ;l

Click |gl=§ld to Join the ‘Web Conference.
Farticipant Code: #ParticipantCode# LI

¥ Create a Hyperlink using the selected text.
URL Address !http:ﬁwipS.webdialogs.comf’brandsflNFa"lNF_.f-\melicanTeleconnectf?schedid:ﬂF‘articipantEodeﬂ
[Ittpe i rviwfebDislogspage. cormid Pzchedid=HFarticipantCadeH)
NOTE: & Hypedink iz only walid in HTML Formatted E-mails. The selected text is replaced with the URL Address in Appointrents and non-HTML E-mails.

= Text ¢ Hyperink 2

Text |If this iz pour first meeting with 'eb Conferencing, we recommend that pou perform ;I
a zystem check to ensure a successhul conference.
Click [giSI5ia to beqin the check.

|f you have any questions or need aszistance, contact AT Conference at 877-480-4300., d
v Create a Hyperlink using the selected test.
URL Address Ihttp:ﬁwww.atconference. candbrowzercheck. php

[hittp: e,y ebDialogspage. com/ Pschedid=#ParticipantCodst)
NOTE: & Hypetlink iz only valid in HTML Formatted E-mails, The selected text iz replaced with the URL Address in Appointments and nen-HTML E-mails,

0k | Cancel | Advanced...

5.1.3.1. Button Appearance
See Text/Hyperlink Button Type

5.1.3.2. WebDialogs
Enter your AT Conference Permanent Participant Code in the Participant Code field.

5.1.3.3. Text / Hyperlink fields

The Text / Hyperlink fields have the same functionality as the fields in the
Text/Hyperlink Button. Additionally these fields can use the variable
#ParticipantCode# as a placeholder for the One Time Participant Code created when
selecting this button. See Text/Hyperlink Button Type

5.1.3.4. OK, Cancel
Select *OK’ to save the changes or ‘Cancel’ to discard them.

PO Box 2939, Southampton, NY 11969 15
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6. Remove the AT Conference Plugin for Outlook® Toolbar

There are two methods you can use to remove the Plugin for Oulook® Toolbar. You can
temporarily remove the toolbar from use through the Customization form. Or you can
permanently remove the toolbar by uninstalling it.

6.1. Temporarily Remove the Toolbar

The toolbar can be removed from the Outlook Email and Appointment forms separately. To
remove the toolbar from the Email form open a new email form, select Tools/Customize. On
the Customize form, uncheck AT Conference Plugin for Outlook® checkbox. The Plugin for
Outlook® Toolbar will disappear. To re-instate the tool bar, return to the Customize form and
check the Plugin for Outlook® checkbox.

To remove the toolbar from the Appointment form open a new appointment form, select
Tools/Customize. On the Customize form, uncheck AT Conference Plugin for Outlook®
checkbox. The Plugin for Outlook® Toolbar will disappear. To re-instate the tool bar, return
to the Customize form and check the Plugin for Outlook® checkbox.

6.2. Permanently Remove the Toolbar

Caution should be taken when permanently removing the AT Conference Plugin for
Outlook®. You will have to re-install the addin if you want to use it at a later date. To
permanently remove the toolbar use Add/Remove programs from the Control Panel. Select
AT Conference Plugin for Outlook® from the list of installed programs. Select Remove and
follow the directions on the screen.

7. Installation Notes

7.1. System Requirements
e Supported Operating Systems: Windows 2000, Windows Server 2003, Windows
Server 2008, Windows 98, Windows XP, Windows Vista, or Windows 7. The latest
Service Pack must be installed.
e Outlook Versions: 2002, 2003, 2007 Or 2010. The latest Service Pack must be
installed.
e Internet Explorer 6, 7 or 8
e System dlls, including Dot NET 3.0, will be installed if not present.
7.2. Internet Access
The addin requires access to the internet to register the product with the JCS Web Service.
This is done once. Internet access is not required after the product has been registered.

8. Limitations

e 2002 SP3 will present a security warning when sending an e-mail that contains schedule
information from the Schedule button. Select “Yes’ to continue and send the email.

e Logos can only be added to HTML formatted E-Mail forms. Email forms using Plain
Text or RTF formatting and Appointment forms use the Logo Text Field.

PO Box 2939, Southampton, NY 11969 16
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9. Known Issues

9.1. Multiple Command Bars
Under the following conditions two AT Conference Plugin for Outlook® Command Bars will
be shown on an email form:

1.
2.
3.
4

5.

6.

Word is being used as the e-mail editor.

No Word documents are open.

Outlook is opened and the first thing done is to open a new email.

The Schedule button is used on the new email and the email remains open (not Sent or
Closed).

All subsequent new emails will contain two AT Conference Plugin for Outlook® Bars.
Closing the initial email returns the Addin to normal operation.

9.2. Installing Using the E-Z-Fill Form
Vista and Windows 7 machines must have Internet Explorer 8 installed or User Account
Control must be turned off during the installation.

PO Box 2939, Southampton, NY 11969 17
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