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Audio Conferencing Outlook Plug-in

The Outlook Plug-in integrates the audio conferencing service with Outlook. Once the Outlook Plug-in is
downloaded, the conference moderator can use the “Meet-Me Conference” feature in Outlook to schedule
conferences. Using this feature, participant join details will automatically be populated within an
appointment. The conference moderator PIN is displayed in the Meet-Me Conference dropdown for easy
access.

To download the Outlook Plug-in:
1. Log in to the Voice Manager.

2.  Click Software.

3.  Click Outlook Plug-in.

4. Download Outlook Plug-in.

Note: You may receive cautionary messages when you start the installer depending on your Internet

settings and anti-virus software. Go ahead and click “run” or “save” to complete the installation.
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Figure 1 Voice Manager home screenshot
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Figure 2 Voice Manager Software screenshot

Once the Outlook Plug-in is downloaded, the conference moderator can schedule conference calls
within Outlook.
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To schedule a conference call:
1. Open new appointment in Outlook.

2. Click Meet-Me Conference in the upper right hand corner to populate participant dial in
instructions.

Note: On first time use, the Outlook Plug-in will prompt for login credentials — these are the same as the
Voice Manager credentials.

e [ B SR om - F - | TOTOMY: Meng gL =
Mertng | Pt Tomatled Review -9
0 Caens : 7 > w Olmna D ¢ 1 R ]
E S I M'm c.-ua‘ e g T R Coeganse ! - A
- Tacng ey 2eom
i Pormae ‘), b 18 meutes ."‘-' oo M -u-m 4
AcSamy 9-' Anmecer Oglem . Tagn Joem A Costeronies
© 15 reipanses have been 3 10¢ Bt mestn Reomie 8  Laonch Modeatsr Ouet
wumwnmm « @ smtern
Ly e | et wdam | s M e
T s | Twewe § NS, Conmemen W VT dol e | A asee
~ - n n"l'”'l"~‘* T
ot e vmnnw:m (» [x30mm = 0 A ey event ? »xn l-'
tratme | Wes10302043 o (200 .
TP o 6 Good | |fw .M|
o) | emzanmttie e |
You have been invted 1o » conference cal. 1 Dene
To join the Call, you have the following optioas:
Otad + 12223035885 a0di safer Toafereas D 12242 fvicwedity 3
138 PM - 200 PM >
Cument meetngtme B
RO0 AM - K30 AM
g confam
— — s L amAm s00am
©  See mone sbout Diane Gusve. BUEEY A | | e g

Figure 3 Meet-Me Conference in Outlook
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Participant join options:
1. Dial conference phone number and enter Conference ID.

2.  Click the Call Me Now link; participant enters phone number in popup to join the call. Participant will
not be prompted for Conference ID.
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Join a Conference

Enter your phone number in the field below and click on Call to have the conference call you.

*Phone Number Call

Figure 4 Call Me Now option for participants
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Launch Conferencing Moderator:

Note: To launch the Conferencing Moderator, the conference moderator must login to the Voice Manager
and click Moderator tool from Software.
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Figure 5 Voice Manager Software screenshot
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Figure 6 Voice Manager Conferencing Moderator
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Figure 7 Participant and Conference Controls



