CONFERENCE CALLING MADE SIMPLE

Locations

UK 0844 338 0171
Gernamy 01805 006 705
Belgium 070 359 828
Austria* 0820 400 156

Spain 902 885 161

Sample Call Rates

United Kingdom £0.5p / min
Gernamy €0.14 / min
Belgium €0.17 / min
Austria® €0.17 / min

Spain €0.07 / min

* The dial-in numbers for these countries
are not accessible via mobile phone. As an
alternative, mobile phone users may dial
+44 844 338 0171for conference access.
Please note that calls will be charged at
international rates.
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SaveOnConferences

Advanced Guide To Audio Conferencing

WHAT IS RESERVATIONLESS CONFERENCING?

Reservationless conferencing lets you have cost-effective, convenient
conference calls on-demand, whenever you need to and without having to
make a reservation in advance. This is perfect for management meetings,
project updates, spur-of-the moment brainstorming sessions and staff
meetings.

Our reservationless conferencing features include:

* The most updated audio conferencing features
The ability to control your conference call’'s audio with convenient
meeting controls (*) on your telephone keypad

* Avariety of dial-in numbers and personal secure pass codes for each
conference call you host

»  24/7 Availability with no advance scheduling necessary

The key players involved in reservationless conferencing

Role Descriptions & Responsibilities

MODERATOR THE PERSON RESPONSIBLE FOR COORDINATING AND HOSTING THE

CONFERENCE. THE MODERATOR IS IN CHARGE OF:

*  SETTING UP THE TIME AND DATE OF THE CONFERENCE.

*  INVITING PEOPLE TO THE CONFERENCE CALL.

*  INITIATING THE CONFERENCE VIA THE MODERATOR AUDIO PASS
CODE.

*  CHOOSING THE SPEAKER(S).

*  ACTIVATING ANY CONFERENCE FEATURES.

*  CONCLUDING THE CONFERENCE CALL.

SPEAKER THIS IS SOMEONE WHO DELIVERS THE CONFERENCE CONTENTS AND
CAN ALSO BE THE MODERATOR OR THE PARTICIPANT.

PARTICIPANT THE PARTICIPANT IS ANYONE ATTENDING THE CONFERENCE TO
LISTEN TO ITS CONTENT, WHO IS NOT ACTING AS THE MODERATOR
OR THE SPEAKER. THE PARTICIPANT IS IN CHARGE OF:

* JOINING THE CONFERENCE USING THE PARTICIPANT PASS CODES
* VERBALLY INTERACTING WHEN SUITABLE.

E-MAIL: INFO@SAVEONCONFERENCES.CO.UK WEB: WWW.SAVEONCONFERENCES.CO.UK
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HOW TO USE OUR RESERVATIONLESS CONFERENCING AUDIO FEATURES

Prior to your audio conference

When you register for reservationless conferencing you will be given a variety of dial in numbers.

To hold a conference call:

1. Make sure each participant receives a pass code and the appropriate dial-in numbers prior to
the conference call.

2. Call your local dial-in number and use your personal moderator pass code to enter the call.

3. Start the conference call.

AUDIO CONFERENCE CALL FEATURES

Conference call meeting synopsis

To take advantage of all our features, simply press the * key on your telephone keypad, followed
by the appropriate number. Below is a table containing all of the audio conference call controls.
» The one-digit controls can be used by everyone in the conference call.

* The two-digit controls can only be used by the moderator.

Conference support

*1 Help menu
*3 Conference configuration help menu

Volume

*4 Increase conference volume
*5 Increase your voice volume
*7 Decrease conference volume
*8 Decrease your voice volume

Mute

*6 Mute or “un-mute” your line
*96 Mute all participant lines
*97 “Un-mute” all participant lines

Conference introduction

*32 Activate conference introduction:

1. Record a conference introduction

2. Delete a conference introduction

3. Listen to your conference introduction
* Return to the conference
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Security measures

*31 Enable/disable conference security code
*91 Hear a participant count

*92 Hear a roll call

*93 Disconnect all lines

*94 Lock or unlock conference

Subconferences

*21 Activate subconferencing
#1-9 Join a subconference
## Return to the main conference
#0 Moderator returns all attendees to the main conference

Note: * two-digit controls can only be used by the moderator

Conference assistance

Should you require support at any time during your conference, you can use the following
controls:

* *1 To hear a detailed and concise help menu that will list the phone key combination you
need to access conference features.

+ *2 Enhanced services help menu for enhanced moderator feature *21. This control can
only be used by the moderator.

+ *3 Conference configuration help menu for enhanced moderator feature *31. This control
can only be used by the moderator.

Moderator features
As the moderator you have total control over your audio conference call. These features will
help you manage and run the call successfully.

* *91 To listen to the participant count. This includes the number of speakers and active
participants on the call.

*  *92 To hear a roll call of participants. This is only offered when the participant name is
recorded upon entry into the conference.

* *93 To conclude all participant lines.

*  *94 To lock a conference. Once locked, this will stop any other callers from joining
the conference by using the participant pass code. Press *94 again to unlock the
conference.

* *96 To mute all participant lines. (Note: participant can un-mute their individual lines by
pressing *6).

*  *97 To un-mute all participant lines.
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Enhanced moderator features
We have introduced new features to help you to customize your conference call preferences.
+ *21 To access subconferencing

+ *31 To activate a conference security code
+ *32 To activate conference introduction

For more information on these features please read below:
SUBCONFERENCING (*21)

You can now hold up to 9 additional subconferences within the main conference call
and cover additional topics more efficiently. Participants and moderators can even move
from one conference to another as the need arises. At the end of the conference, the

moderator will then be able to pull everyone back into the main conference call and end the
subconferencing feature.

Activate subconferencing (moderator)
1. When ready, press *21 to activate subconferencing.
2. Let your participants know which room(s) they need to join.

3. Press # and the subconference room number (1-9) to enter yourself into a
subconference.

Enter a room (participants)

1. The moderator will inform all participants of their assigned room, and press *21 to
activate subconferencing.

2. Participants will then hear “subconferencing is now activated. Press hash (#), followed
by a number from 1 through 9, to enter a room. Press hash, twice (# #) to rejoin the main
conference. The moderator can terminate subconferencing by pressing hash zero (#0)”.

3. Press # and the subconference room number (1-9) to enter yourself into a
subconference

Return to main conference (moderators and participants)

1. Press # #. Participants and moderators of a subconference can return to the main
conference by pressing ## at any time.

2. Press #0. Moderators can disable the subconferencing feature and return all the
participants back to the main conference by pressing #O0.
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Important things to remember when using *21:

* Pressing *96 from the main conference will mute all lines in both the main conference and the sub-
conference. However participants in the sub-conference will not hear the mute-all announcement. It is
suggested that you bring participants back into the main conference before pressing *96.

CONFERENCE SECURITY CODE (*31)

This feature adds another level of security as an option to any conference. Once activated,
this feature will ask a moderator to enter a conference specific security pass code at the start
of each conference that must then be entered by all participants to access the conference.
The moderator can choose to use (or not use) this feature on each conference.

The conference security code offers an elevated level of security; since only the moderator knows the
code.

The moderator control (*31) allows the moderator to toggle this feature on or off at the moderator’s
convenience.

To activate conference security code:

1. The moderator must join the conference using the moderator pass code.

2. Press *31 to activate the conference security code.

3. The moderator hears the following prompt. “The conference security code option is now
enabled. Please enter the conference security code followed by the hash key (#). Or
press (*) to start the conference without a code”.

4. The conference security code is not “pre-set” and is determined by the moderator. If the
moderator enters a conference security pass code and presses “#”, a prompt will repeat
the pass code and ask the moderator “if this is correct, press * to join your conference
or enter a new conference security code followed by the hash key (#). Pressing (*) will
activate the pass code and place the moderator into the conference. The code may
include 1-10 numbers.

5. All participants will be placed on hold until the moderator enters the conference. They
will then enter the same conference security code as the moderator, or will automatically
enter the conference if the moderator has pressed (*) and elected not to select a
conference security pass code.

6. To disable this feature, press *31 once more.

7. To set another security pass code, press *31 to re-activate.
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Important things to remember when using *31:

+ If the moderator plans on using this feature he or she will need to inform all
participants of the conference security pass code before the start of the conference.
Saveonconferences support will be unable to supply this code to participants.

* Once *31 has been activated, each time the moderator hosts a reservationless
conferencing call he or she will be prompted to enter a security pass code for the
conference, or press * to immediately enter the conference.

* For first time use, it is suggested the moderator dial in early to his or her conference to
activate the *31 conference security code.

* Only participants with the conference security code will be able to enter the conference.

* The moderator can choose to turn this feature off at any time by pressing *31. If turned
off during a conference, new participants will not be prompted for the security code and
will be able to automatically enter the conference.

CONFERENCE INTRODUCTION (*32)

Set the tone for your conference call and record a personalized introduction for your
attendees. Moderators are able to record an introduction to their conference by using the
*32 control. This introduction is exclusive to a set of pass codes and will be played before
the participant is authorized to enter the conference but after all other feature prompts. The
moderator may re-record or disable this introduction at any time.

Benefits
* A moderator can promptly record a conference introduction, and activate it without added
support.

* This special feature is offered to any saveonconferences moderator.
* For moderators with multiple conferences and pass codes, a different introduction can be
recorded for each conference.

How to use conference introduction

1. To trigger this feature, you enter the conference using the moderator pass code and
press *32. You will then hear the following prompt. “Press 1 to record your conference
introduction, press 2 to delete your introduction, press 3 to listen to your introduction, or
press * to return to the conference.

2. To record the introduction, press 1, and you will hear the following: please wait for the
tone, then say your introduction and press the hash (#) key. After pressing the hash key,
the recording will be played back to you for confirmation. The bridge will then ask you to
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press 1 to re-record the introduction or * to return to the conference.
The conference introduction will then be enabled for this conference and for all future
calls until the introduction is either re-recorded or disabled by the moderator.

Important things to remember when using *32:

If you have never used this feature, we recommend entering the conference 15 minutes
prior to the start of the conference to record the introduction.

The conference introduction cannot be longer than 2 minutes.

You can only record one introduction for each conference call. For different introductions,
the moderator must either create multiple conferences or record a new introduction for
each call.

Participants who are already in the conference before this feature is enabled will not
hear the introduction.
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