FreeConference® Outlook Conference Manager User Guide

1. How to download the Outlook add-in

2. Registration for your FreeConference Outlook Conference Manager account

3. Scheduling a meeting using the FreeConference Outlook Conference Manager

4. To Update your FreeConference Outlook Conference Manager Information

5. Touch-Tone Reference Guide & Organizer Controls
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6. FAQs

FreeConference”

Simple, Convenient, Reliable
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To download the Outlook add-in:

| stalishield Wizard Completed

FreeConference”
Simple, Convenient, Reliable.

The InstallShield Wizard has successfully installed

FreeConference Outlook Conference Manager. Click Finish to

To register, dick on the "Schedule Conference” button on
the new toolbar located in the upper left hand corner of

O Launch Microsoft Outiook

< Back E Finish ’ Cancel J
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. Go to the Outlook add-in product page at:
http://www.freeconference.com/outlook-manager-add-in.aspx

. Click on the “Download” button. You will be directed to
www.download.com to download the add-in.

. Select “Download Now”

. Select “Run” or “Save” when the File Download box appears
. A download screen will appear

. Once the download is complete, you will be guided through
the installation process by the InstallShield Wizard.

. You will need to restart Outlook in order to complete the
installation and activate the registration process.

Copyright 2011 FreeConference, Inc. All Rights Reserved. FreeConference is a service of Global Conference Partners.
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http://download.cnet.com/FreeConference-Outlook-Conference-Manager/3000-18483_4-10729955.html?part=dl-FreeConfe&subj=uo&tag=button

@ FreeConference’

S
(&)
Q0
©
o
©
=
(D)
(&)
c
()
P
()
y—
c
o
O
e
o
o
)
>
@)

Fle Edit View Go Tools Actions Help Adobe PDF

New ~ % = to Al Forward | =5
FreeConference ~ Schedule Conference
Favorite Folders B4 0gTo
[ Inbox (332)
La Liread Mad & Date: Today
m For Follow Up =4  Alexander Staikos FW: F(
(5 sent Items (5 0 David Amaral RE: FC|
Al Mall Folders (-4 0 Alexander Staikos FC //B|
= €5} Mailbox - David Amaral £ 'KenMessenger' RES
@ Deleted Items (33) =3 @ Nancy King FCJf
@ Drafts [2] 4 ‘AngelaBeard FW: Hg
= [ Inbox (332)
[ Maney (42) 2 Date: Yesterday
E CJ;-M:E_M [3583] =3 Alex Cory ACAS
x - |
Figure 1

Fle Edit View Insert Format Tools Actons Help

—ggend 0 |G

ence... | (35 Schedule Conference

Invitations have not been sent for this me=ting.

\

Subject: | Conference Call

Location: |1 (605) 475-4333 x602984

(] tabel: [ none

Start time:

wed 11/1472007 [ [l day event

How to register for your FreeConference
Outlook Conference Manager Account

1. Locate the new FreeConference Outlook Conference Manager
toolbar in the upper left corner. (fig 1)

2. Click on the “Schedule Conference” button. (fig 1) This will
open a window to complete the registration process. (fig 2)

3. Enter your name, email and a password in the form.(fig 2)

4. After your registration, a “Conference Call” window will
automatically open for your convenience. (fig 3)

Your dialin number and access code are now available for use.
This information will be automatically added to your conference
meeting invitations.

End time: Wed 11/14/2007 i 10:30 PM .
[FlReminder: | 15 minutes v shu!ﬁmeas:

[ s . e meeting g [FEGESRNHIESE

Please Call Dial-in Number: 1 (603) 4754333 -~

(The Participant Access Code is: 602984%)

Comments/Agenda:

] rvate 1

[contocts.. ] |

Figure 3

| [(cotegoris... ] |
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Subject: | Conference Cal:

Location: |1 (505) 4754333 602984

‘ ldzd:“]mne

End time: Wed 11/14/2007

Starttme;  |Wed 1/142007  [w] [JAl day event
10:30PM

[FReminder: | 15 minutes [v] showtmeas: Moy v

[ Thisis an online meeting using: | Mirasaft Hetieetng

Comments/Agenda:

Please Call Dial-in Number: 1 (605) 4754333

(The Participant Access Code is: 602984%)

[(contacts.. |-

| [catemores... ] |

] erwm—D

Figure 6

Scheduling a meeting using the
FreeConference Outlook Conference Manager

There are several ways to schedule your meetings in Outlook.
Below are the two simplest ways.

1. Select the FreeConference “Schedule Conference” button from
the Outlook toolbar (fig 4)

2. Alternatively, select “File”, “New” and then select the “Schedule
Conference” button from the drop down list (fig 5)

A meeting request window will be opened (fig 6). Your dial-in
number and access code are automatically embedded in the

text area. You may add additional conference information here.
Everyone who enters the dial-in number and participant access
code on the date and time prescribed will be connected together.

© Copyright 2011 FreeConference, Inc. All Rights Reserved.
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Figure 7

Change the appearance of messages and the way they are handled.
[ aunkEmai... | [ E-mail Options... |

Customize the appearance of the Calendar.

Flosat e

Change the appearance of tasks.

Reminder time: 8:00 AM : Task Options...
Contacts

Change default settings for contact and journal.

Notes
EI Change the appearance of notes.

Figure 8

T T |

|
FreeConference Manager
2 FreeConference’
Simple, Convenient, Reliable.
Dial In Number / Access Code
Validate your Number and Access Code
Phone Number: 1 (605) 475-4333
Access Code: 602984
Template
Edit your conference invitation template
Edit Template. ..
About
Check for new version
Check for Updates...
Version 1.0.1.1
Copyright @ 2007 Global Conference Partners
- o Co= |
Figure 9

To Update your FreeConference Outlook
Conference Manager Information

On the FreeConference drop down menu (fig 7) located on the
toolbar, select “Updates”.

Alternatively, you can select “Tools”, “Options” and the
“Updates” tab.

Once in the “Updates” window,
you can do the following:

1. Check for dialin number updates

2. Edit your conference information template by adding
additional information to the dialin number and access
code. All changes/additions will appear automatically in your
conference invitations.

3. Check for Outlook add-in updates that may include new
products or features. When you schedule a meeting, your
system will automatically check for updates.

© Copyright 2011 FreeConference, Inc. All Rights Reserved. FreeConference is a service of Global Conference Partners.
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ALL TOUCHTONE ENTRIES REQUIRE * PLUS THE NUMBER

Touch-Tone Reference Guide

[ )

enter one-on-one get caller code for turn on/off
private chat a 1-on-1 private chat music on hold

@

hear the lock or unlock mute/unmute

help menu the conference yourself
change enable or disable begin and end

conference recording

exit the hear number of
conference parties in conference

muting mode entry & exit chimes

Note: (%)(5), (k)(7), (%)(8), (k)(9)and (k)(#) are available to the
call Organizer only. You can gain Organizer privileges by putting
the star key in front of your access code (e.g., *12345).

Use of “enable or disable entry and exit chimes” & 8
Entry Chimes — When this conference control is enabled,
a sound will signal when a Participant enters or leaves
the conference. This is useful for the Organizer to
welcome new conference Participants, and is accessible
by entering the Organizer Access Code to join the
conference. At any time during a conference, conference
Organizers can turn the Entry Chimes and Exit Chimes on
and off by pressing %k 8 on the telephone keypad.

Use of “one-on-one private chat” % 1 and * 2

To have a separate, private two-party chat during your
main conference, simply press * 2 to access your
“caller code.” Exchange caller codes with the person
with whom you wish to consult, then press % ' 1 ' plus
the caller code. Since only two people can be in a private
chat, it is still secure, even if you announce your codes
to each other out loud in the conference. When you each
enter the other person’s code, you will automatically be
placed in your secure private room. Press any key on the
pad to return to the main conference.

This touch-tone guide is for use while on a conference call.

Organizer Controls

Note: Keys * (5 %k (7 % (8 %k 9 and *k #
are only available to the conference organizer.

Use of “Locking the Conference” * 5

This can be used for increased conference security, by
preventing additional Participants from joining the conference,
and is accessible by any conference Organizer. At any time
during the call, Organizers can lock or unlock the conference
by toggling the “ 5 " on the telephone keypad. Note that if
the conference is locked and a Participant is disconnected
(e.g., cell phone) from the conference, the room must first be
unlocked before that Participant can rejoin the conference.

Use of “change conference muting modes” * 7

Conversation Mode — This mode provides an open conference
in which all Participants can speak freely and be heard by all

in the conference. This mode works best for small groups of
conferees. For larger conferences, Presentation mode may

be more effective. At any time during a conference, conference
organizers can switch between conversation mode, Q&A mode
and presentation mode by toggling % ' 7 . It's a three-position
Its a three- position toggle in this order:

Conversation = Q&A — Presentation (= Conversation) and

a voice prompt will alert you to the current mode each time you
change the configuration.

Q&A Mode — This mode allows participants to unmute
themselves, permitting a “question and answer” or interactive
session to be held during a conference call. This mode is
accessible to those who provide the organizer code when
entering a conference. At any time during a conference,
conference organizers can switch between Q&A mode,
presentation mode and conversation mode by toggling
X7,

Presentation Mode — This mode automatically mutes every
member of the conference, except those who have entered

as an organizer, allowing conference participants to listen
without being able to speak to others in the call. This mode
works best with large groups of conferees for reducing
background noise, and is accessible to those who use the
organizer code when entering a conference. At any time during
the call, conference organizers can switch between
presentation mode, conversation mode and Q&A mode by
toggling %k 7 .

Copyright 2011 FreeConference, Inc. All Rights Reserved. FreeConference is a service of Global Conference Partners.
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FreeConference Outlook Conference Manager FAQs

What Operating Systems does this work on?

The Outlook add-in works with the Microsoft Windows
Operating System and requires Microsoft Outlook 2000
or a more recent version of Outlook.

What is the download process?

The Outlook add-in is available at www.download.com

This site has certified FreeConference’s Outlook
Conference Manager to be free of viruses, Trojan horses,
malicious adware, spyware, or other potentially harmful
components, so you can feel assured that this download
is safe. After downloading, to receive your conferencing
info, you will be asked to enter your name and email
address and to create a password. It only takes a minute
to download and set up an account.

When | tried to download the Outlook add-in | received a
message stating | needed administrator privileges. What
does this mean?

Some companies only allow network administrators to
download software into employees’ computers for safety
reasons. Please contact your IT administrator to complete
the download.

How much does it cost?

It is free to download the Outlook add-in and to use our
basic conferencing services. In order for conference
participants to reach our centrally located facilities, each
one must call a U.S. long distance telephone number
that we provide. The only cost to participants is the long
distance rate charged by each individual conference
participant's long distance carrier (Sprint, MCI, AT&T,
etc.). We do not require the use of any specific carrier,
nor do we know what rates you pay on your calling plan.
If you can dial a U.S. phone number, you can use our
service.

Where do | get my Dial-in Number and Access Code?
Once you've downloaded the Outlook add-in you are
prompted to quickly sign up for an account and are
assigned a Dial-in Number and Access Code at that time.

| already have an account with FreeConference, including
an On Demand dial-in number. Is this the same number
you use for the Outlook add-in?

Yes, if you have an account at FreeConference, your On
Demand dialin number will be the same.

Can | uninstall the Outlook add-in?
Yes. Go to your control panel and select “add/remove
program”. You can reinstall again at any time.

How many people can | have on my conference call?
The Outlook add-in can support up to 150 participants for as
long as 6 hours per conference call.

Will | get the same conference information to use if | install the
Outlook add-in on multiple computers?

Yes, if your registration information (based on the email address
you provide) is the same. If you wish to have a different account,
you will need to register under a different email address.

Can | schedule recurring conference calls?

Yes, for regularly held meetings select “recurrence” from the
Outlook toolbar and fill in the information as you normally would
for any recurring meeting. When finished, click on “send updates”
or “send” as you normally would and your invitations will be sent
with the conference information automatically input into your
calendar.

Will I know who has accepted my invitation?

Yes, invitees are provided with an accept and a reject button

in the invitation, as with any outlook meeting invitation. Once
they have chosen a response, organizers will be notified of their
status.

How am | able to invite my participants using the Outlook
Conference Manager? Can | send group notices?

To invite participants using the Outlook add-in, find and select
them from your existing contacts list. If they are grouped in your
Outlook Contacts you are able to select the group you wish to
invite without having to select each person.

How far in advance do | need to schedule my meeting?
All calls can be placed immediately without prior scheduling.

Do you provide local numbers in my area to reach your service?
We do not provide customized local numbers for any one
person’s area code. Our conference facilities are centrally located
to balance long distance services across our full customer base
within networks we believe will operate to maximize reliability of
the 100% digital connections they manage.

What are organizer controls and how do | activate them?

By entering the star (*) key before the Participant Access Code
you can access the organizer controls which allow you access to
enhanced conference controls such as locking the conference,
changing the conference mute mode between conversation,
presentation and Q&A modes, and enabling entry and exit
chimes. See a schematic of keypad controls, on the previous
page.

Copyright 2011 FreeConference, Inc. All Rights Reserved. FreeConference is a service of Global Conference Partners.



