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Welcome to the simplicity and convenience of Audio Conferencing!

Withthis easy-to-use guide, you canplan, schedule, and conduct electronic meetings quickly and efficiently, helping
youto:

¢ Reduce travel costs and time associated with traditional meetings

o Make faster decisions and disseminate information more quickly

¢ Improve communications by bringing dispersed groupstogether

e Broadenparticipationinmeetings

e Increase productivity

We make planning your electronic meetings as easy as 1-2-3.



Planning Your Meeting

Choose the Type of Meeting

Premier Service

Are you planning a high-visibility meeting, aformal presentationto alarge group, aninvestor relations call, afocus
group, or a press conference? Do youwant a dedicated conference team to manage your call fromstart to finish? If
s0, choose Premier Service.

¢ A Meeting Manager, asenior-level Conference Coordinator, acts as your single point-of-contact and works
withyou before, during, and after your call.

e A Conference Coordinator greetseachparticipant and enters him or her into the call.
e Additional assistance from multiple Conference Coordinators is available, as required.

Complete meeting management tools for Premier Service include:
e ConferenceRecording
e Polling
¢ Instant Replay Plus
e Participant List - Question & Answer

e ListenOnly
¢ Participant Screening
¢ WebRSVP

e Meeting View
e Meeting Manager
e Pre-notification

Standard Service
Are youplanning a meeting for amedium-sizedgroup, such as a staff training session or project management
meeting? If so, choose Standard Service.

e A Conference Coordinator greetseachparticipant and announces him or her into the call, or participants can
utilize rapid entry!, where each participant will be prompted to enter apasscode.

¢ A Conference Coordinator frequently monitors your meeting and can be called for assistance at any time by
pressing *0 ona touchtone phone.

Complete meeting management tools for Standard Service include:
¢ Announce Late Participants
¢ RollCall/Rapid Entry?
¢ Instant Replay Plus
e Standing Reservation
e Tape Playback



Choose How Participants Attend Your Virtual Meeting

Dial Out

Doyouneed a personal assistant to remind participants of important calls? Would you like a Conference Coordinator
to call each participant? If so, choose Dial Out access. You notify participants of the day and time of the meeting.
Prior to the meeting, your Conference Coordinator will call each participant and connect him/her to the conference.
Dial Out is available with Premier and Standard.

Toll Free Meet Me/Local Freephone

Are your participants staying at hotels and paying their phonerates? If your participantsare clients, would youlike to
pick up their call charges? If so,choose Toll Free Meet Me/Local Freephone access. Whenyouschedule your
meeting, youare givenatoll-free number and numeric passcode. Provide this number to your participants, and they

can join your meeting fromlocations inthe U.S., Canada, Puerto Rico, or the U.S. Virginlslands. Youmayrequesta
one-time, toll-free number or aspecific toll-free number for aregularly scheduled meeting.

Toll Meet Me/Local Toll

Do youwant participants to pay for their ownlong distance charges? If so, choose Toll Meet Me/Local Toll access.
At the time you schedule your meeting, you will be providedalong distance number. Provide the US number to
participants, and they canjoinyour meeting fromlocationsinthe U.S., Canada, Puerto Rico, or the U.S. Virginlslands.
Outside of the US, participants canjoinyour calls from their respective Global Access countrylist. Participants are
responsible for their ownlong distance charges.

GlobalAccess

Global Accessis our local access feature that allows participants to come together for aconference callona single
conferencing bridge platform. The Global Access method provides aflexible and robust way of accessing our audio
conferencing services, using either Local Freephone (Toll Free) or Local (Toll) access numbers. To view the
completelist of Global Accesscountries, go to https://mymeetings.com/xerox

Note: Access methods may vary from country to country.



Choose Features for Enhanced Meeting Management Capabilities

Do youwant your conference to be efficient and productive? Do youwant increased control of the meeting? If so,
choose fromour three groups of features:

e Advanced

e Support

e Administrative

Advanced Features

Audio Streaming & Replay. Broadcastaudio contentto alarge, geographically diverse audience over the Internet.
Audio streaming supports up to 1,000 participants. Use Audio Replay inaddition to an Audio Streamingconference or
as a stand-alone product. The replay is available for 30 days.

Conference Monitoring. A Conference Coordinator will continuously monitor your call for quality. Leaderscandial *O
forimmediate assistance during acall.

Participant Screening. We'll pre-screen participants as they enter the meeting.

Polling. An instant opinion poll or survey can be conducted by asking participants to signal responsesviatheir
touchtone phones.

Question & Answer. You can conduct an orderly question-and-answer session withoutinterruptions, while the
audience remains in “listen-only” mode.

Subconferencing. Pre-designated participants may confer privately withinaseparate call and thenreturnto the main
meeting.

Support Features
Announce Late Participants. We will announce late participantsas they enter your call.

ASAP Calling. Whenyouneed to hold ameeting immediately, request ASAP Calling. A conference call can typically
be arrangedin 20 minutes or less.

Coordinator Request. A Conference Coordinator is available to fulfill special requests duringyour call.
Enter & Announce. Eachparticipant will be entered and announced into the meeting.

Listen Only. To ensure that your large callis conducted efficiently, participants may be placed in“listen-only” mode
while the conference leader is speaking.

Music While On Hold. Music can be provided to participants waiting to be entered into the call.
Roll Call. We can conduct aroll call, so that all participants know who else is onthe line.

Secured Call. To provide privacy, this feature allows the conference leader to control the entry of participants into
the call.

Tape Playback. A Conference Coordinator will play your pre-recorded audiocassette or CD during your meeting (24-
hour notice required).

ToneIn. A tone willbe heard for each participant as they enter the call.



Administrative Features
Conference Recording. We’'llrecord your conference calls onaudiocassette, CD, or downloadable file.

Interpretation/TranslationServices. We canrefer youto alanguage translation company that can provide online
language interpretation services for your call (24-hour notice required).

Instant Replay Plus. Participantscanlistento a digital recording of the conference call at their convenience. Youcan
also provide participants with the optionto receive documents viafax or answer survey questions using their phone.

MasterList. We will keep afile of your call participants. This alleviatesthe need to repeatedly supply phone numbers.

Mute/Unmute. Participants and/or leaderswho may be on the phone without mute capability can mute or unmute
themselves by using their touchtone phone.

Participant List. At your request, we will compile alist of participants who attended your conference call.

PIN Entry Plus. Each participant willenter aunique PIN Code to jointhe conference, providing identification and
added security

Pre-notification. We will notify participants of the date and time of your meeting (48-hour notice required).

Rapid Entry. Participants can joina conference directly by entering aleader or participant passcode instead of
waiting in queue for anoperator greeting.

Standing Reservation. You canmake a standing reservationfor aregularly scheduled conference call.
Transcription. Conference calls canbe transcribed to either paper or electronicfile.

Web RSVP. Conference leaders can collect and view participant informationonline. Participants register viathe
Internet, and responsesare stored inacentralized mailbox.



Feature Chart
x Extracharge for this feature
v Feature included at no additional charge

If boxis not marked, featureis not available.

Standard Premier
Coordinator periodically Coordinatoris on theline
monitors the callfor quality throughoutthe call
Meeting View v >
Meeting Manager v §
Participant Screening v g
Polling v
Q&A v
Subconferencing v
Audio Streaming & Replay X X
ASAP Calling v v [
Communications Line v g
Conference Monitoring v v B
Coordinator Request v v
TonelIn v v
Enter & Announce v v
Listen Only v v
Music While on Hold v v
Roll Call v v
Announce Late Participants v v
Secured Call v v >
Tape Playback v v %
Conference Recording X X §_
Master List v v 8
Instant Replay Plus X X
Web RSVP v v
Participant List X X
PIN Entry Plus v v
Prenotification X X
Rapid Entry v
Standing Reservation v v
Transcription X X
Interpretation/Translation Services X X

Mute/Unmute v v



Scheduling Your Meeting

1. CallReservations at:

Americas
U.S.& Canada 1-800-268-4016

1-517-345-9234

Europe, Middle East, Africa

UK +0808-234-3830
UK +44-207-950-9930
India 000-800001-6952
Mexico 001-8773799114
Philippines 1-800-1-114-2689

2. Be prepared to provide the following information:

Your name, address, and phone number

Name of the personleading the meeting and an address and phone number where he/she can be reached
during the call

The date, time (including time zone), and approximate duration of the meeting

The number of participantsattending your meeting

Your billing address

3. Specify how participants willaccess your virtualmeeting:

Dial Out access

TollMeet Me access
TollFree Meet Me access
Global Access

If youschedule aDial Out call with Premier or Standard service, you will need to provide the following information for
the participants who will be attending:

First and last names
Phone numbers

4. Selectfeaturesto enhance your meeting management capabilities.

5. When your call confirmationis sent to you, please verify that allinformationis correct.

If there are any changes, please call Reservations to let us know.



Meeting Tips

Our goalis to help youplan and conduct your meetings, allowing you to concentrate on effectively communicating
your message. To make sure your meeting runs smoothly, youmay consider these tips:

Conduct arollcall.

Remind participants to identify themselvesby name and locationwhen speaking.

Address individuals by name when speaking.

Encourage participationand stimulate discussion.

*0 is available at any time for Conference Coordinator assistance onattendedlevel calls.

If youdisconnect, simplyredial the conference phone number and enter the passcode.

If the Conference Coordinator dialed out to you and placed youinto the call, he or she willreconnect you.
For clear sound quality of your call:

Speak clearly and avoid side conversations and background noise.

Try tcl>(_avoid using a speakerphone. However, if it is necessary, be sure to use the mute buttonwhennot
speaking.

If your meeting has many participants but few speakers, increase the sound quality of your call by asking your
reservationistto reserve “listen-only” mode so participants are muteduntilit is time for themto speak.

Meeting Checklist

It's easy to plan and conduct your electronic meetings. Just follow these simple steps:

Scheduling Your Meeting

Gatherimportant information, such as the approximate number of call participants and the moderator’s
name and phone number prior to making your reservation.

Your reservationist will ask about your specific needs, so he or she can better determine which call features
will be beneficial. See our feature chart for descriptions.

Your call confirmationwillbe sent to you. Please verify that allinformationis correct and let us know if you
have any additional requirements.

Distribute pre-call materials to all call participants.

Plan to record your conference for those who cannot attend.

Conducting Your Meeting

Develop anagenda and distribute it by fax or e-mail prior to the meeting. Be sure to include the date, time,
phone number, and passcode for the call. Remind participants to be ready approximately 10 minutesin
advance of your meeting if youchoose Dial Out access.

Create alist of speakerswho will take partinthe call.

After Your Meeting

If youwant to distribute minutes or atranscriptionto all participants, be sure to schedule our transcription
service at the time of reservation.

Circulate decisions and actionitems to the appropriate participants.

Schedule afollow-up conference call to ensure actionitems are being completed.

Provide a source —e-mail, fax, or phone — for participants to request additional information after your
meeting.



Important Numbers

Conduent Conference Center:

Americas
U.S.& Canada 1-800-334-0079
1-210-276-3643

Europe, Middle East, Africa

U.K. +0808-2343570
U.K. +44-2079-844430
India 000-800-9190306
Mexico 800-334-0079

Philippines 1-800-1-114-2821
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