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Overview
Instant Scheduler for Lotus Notes will allow users to start and schedule audio and/or net conferences
in Lotus Notes. Conference leaders can schedule and send meeting invitations with meeting details
containing a click-to-join link where a leader and participants can click, enabling the audio bridge
to dial them back. The main features/capabilities of this plug-in are as follows:
* Import your audio and net conference details into the plug-in using your Manage My Meetings
login credentials.
* Manually add your Instant Meeting, Instant Net or Advanced/Customized Net conference details.
* Start/Join audio and/or net conferences from the toolbar button.
* Schedule Lotus Notes appointments with audio and/or net conference information automatically
populated into the appointment body.
e Custom reminders will appear for appointments, providing the ability
to start or join meetings directly from the reminder screen.
* The Web Moderator can automatically initiate when user starts an audio conference.

Supported Platforms

IBM Lotus Notes 8 Release 8.0.1 or higher (stand-alone version only) is supported on the
following platforms:

* Microsoft® Windows® XP

* Windows Vista®

Supported Languages

The following languages will be supported. Additional languages also can be supported if needed.
* English

* German

e French

* Japanese

Installation Process

The plug-in and download instructions are available at http://mymeetings.com under the Leader Tools
menu bar. Select “Lotus Notes Scheduler” within Leader Tools. A PDF of the installation instructions is
available on the plug-in download page. Users should follow the download instructions as described
in the Installation Guide.

Toolbar Button and Menu
After installing the plug-in, a toolbar button will be available in Lotus Notes toolbar as shown below:

® Getting Started - IBM Lotus Notes

File View Create Tools Window Help

(TSR (@) Getting Started %

| 2 verizon Conferencing ~

Lotus.Notes.8 Ge

The blue phone toolbar button will have the following menu:
 Start Conference * Preferences

* Schedule Conference * About

* Manage Meetings

= verizon Conferencing -

Start Conference 3

Schedule Conference P

Manage Meetings

Preferences

Aot
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Setting and Modifying Preferences
To add your Instant Meeting or net conference details, select Preferences:

= verizon Conferencing -

Start Conference | 3

Schedule Conference P

Manage Mestings 8

Preferences

Aot

Initially only Preferences and About are enabled. Once the user enters their Preferences,
Manage Meetings will be enabled.

Under the Preferences Tab as show below, user should complete the following fields:
e Firstand last name

e Call me numbers

* lLanguage setting

* Import Conferences

* Net Conferences (if applicable)

* Read and agree to the Privacy Policy

* Enable Web Moderator

[=1 Preferences £|
First name | Javier | Last name [ Kusselewski |
(-| Call Me Humbers -
Country Dial to Humber Default
niork 1 | ARGENTINA [ I | ®
Wiork 2 [ARGENTINA [ | | (o]
Mobile [ARGENTINA [ | | O
Home [ ARGENTINA [] | | O
A -
L Setting: Import Meeting: ~
Display Language | English - English | | Import Conferences
\ J
Het Conference
Inztant Met [] AdvancediCustomized ]
ave read and agree to the conferencing Privacy Policy amatically launch Web Moderstor
I h od ancd to th i ingy Pri Pali Automatically | h Wik Moder st
iease Note IT %0u do Not INAICSE YOUr agrremel Y CheckKing WREN STarting an Instal EETING AUQIO
Pl ote that if oo not indicat rit by checki hen starti Instant Meeting Ludi
the box wou will not be able to start or join & net conference. Conference

To import conferences, you must have your Manage My Meetings login name and
password as show below:

= Im port Conferences [z|

Please enter your Manage My Meetings user id and password

User |d [l |

Password | |

Once the user imports conferences from the Preferences screen or adds conferences from the
Manage Meetings screen and an online user is selected, the Start Conference menu will be enabled.

3
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Start Conference Sub-Menus
The Start Conference menu has the following sub-menus:

|| ‘B verizon Conferencing -

Start Audio Conference (Al purpose meeting)

Schedule Conference } Start Met Conference (Al purpose meeting)

Manage Meetings Start &udio and Net Conference

Preferences

Abovt

Start Audio Conference

e This menu is disabled if there are no audio conferences in the Manage Meetings screen.

* Ifthe Privacy Policy checkbox in preferences is not checked, an error message will appear and
stop processing

* Start the audio conference

Start Net Conference

e This menu item is disabled if there are no Presenter Net Conferences
in the Manage Meetings Screen

e Ifthe Privacy Policy checkbox in preferences is not checked, an error message will appear
and stop processing

* Start the net conference

Start Audio and Net Conference

* This menu item is disabled if there are no audio or net conferences
in the Manage Meetings screen

* If the Privacy Policy checkbox in preferences is not checked, an error message will appear
and stop processing

e Start the audio conference as detailed above

e Start the net conference
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Schedule Conference Sub-Menus
The Schedule Conference menu will have the following sub-menus:

| | verizon Conferencing -

Start Conference b

Schedule Audio Conference (Al purpose meeting)
Manage Meetings Schedule Met Conference (AN purpose meeting)
Preferences Schedule Audio and Met Conference
Aot

Schedule Audio Conference

e This menu is disabled if there are no audio conferences in the Manage Meetings screen

* This menu will open the new calendar entry screen as shown below and insert the audio
conference details into the body of the appointment (will list default audio conference subscription)

@ (untitied) - IBM Lotus Notes E!E\ ’X

fle it View Create Actions Iext Tools Window telp

_L. 2 @6 fted 4 Home i Javis

s C - B untitled) <
| B verizon Conferencing || $8 Lh N-BOO b IR J@ - [ams ] (Searn)

[Thve and send inviations Zhve as oran Blspiay~ Ehivery options.. Bheck catensar

®

| &

§ I~ Returnteceipt T Sign T Enenypt ™ Mark Private il &
?.P_\‘A Calendar Entry

oty Me £
R — L

™ Mark Available

Bublect [ J
When, Starts: [wea 117262008 0332FM (3 [Locaitme [
0 mins
Ends: | wed 1112612008 0402PM_ (3] [Losaltme [
Repeat This entry dnes not repest
o I~ Do not recenve respanses from inviees | Pravent counter-propnsals [~ Prevent delagation
Required [ ]
Oplional. [ |
FYI [ ]
e Lacation:
[N Include confererce eall information in the Location
ou have not enterer any confarence call information info your Calendar conference call preference
[ | [ Find Rooms.
Resources: | | [ Find Resources.
Online Meeting: There 15 no online mesting

Description | Find Available Times

| @ Attach,

Click on the following link 10 join the Audio Conference: B
Join Audio Conference
If you are unable to join with the above link, please dial in using one of the Dial To numbers below:

Participant Pagscode: 872418

Enter a subject for the event

Using application on OMZD1 BIMWAD? Vivzbi 2P A Onine -
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The body of the invitation will include the audio conference details as shown below:

Click on the following link to join the Audio Conference:
Join Audio Conference
If you are unable to join with the above link, please dial in using one of the Dial To numbers below:
Participant Passcode: 7890988
Country City Toll Phone Number Toll Free
ARGENTINA 0800-777-8049
CANBERRA 2-6100-1940
SYDNEY 2-8205-8128
AUSTRALIA MELBOURNE 3:9010-7709 1-800-658-378
BRISBANE 7-3102-0940
ADELAIDE 8-8121-4838
PERTH 8-9467-5219
AUSTRIA 1-928-9651 0800-999-683
BELGIUM 2-400-9827 0800-4-8477
CHILE 1230-020-2808
CHINA A 400-810-4790 10800-712-1669
CHINAB 10800-120-1669
COLOMBIA 01800-9-156420
CZECH REPUBLIC 2-25-98-56-63 800-700-239
DENMARK 7014-0285 8088-8314
LAND LINE:106-33-210
FINLAND MOBILE-09-106-33.210 0-800-9-14608
PARIS 1-70-70-81-57
FRANCE LYON 4-26-69-12-84 080-511-1519
MARSEILLE 4-86-06-00-84
GERMANY 69-2222-4878 0800-100-6505
GREECE 80-1-100-0688 00800-12-7303
HONG KONG 2286-5734 800-962-306
HUNGARY 06-800-12748
INDIA 000-800-852-1269
INDONESIA 001-803-011-3979
IRELAND 1-246-0094 1800-931-841
ISRAEL 1-80-9216166
ITALY 02-3600-3649 800-985-680
JAPAN TOKYO 355395192 0044-22-132423
OSAKA 6-7739-4788
LUXEMBOURG 27-000-1388
MALAYSIA 1-800-81-3068
MEXICO 001-866-376-8308
NETHERLANDS 20-712-1371 0800-020-3238
NEW ZEALAND 9-970-4772 0800-449-157
NORWAY 21-590-073 800-18108
PANAMA 011-001-800-5072085
PERU 0800-53748
POLAND 00-800-1212555
PORTUGAL 8008-14055
RUSSIA 8-10-8002-9533011
SINGAPORE 6883-9130 800-120-4658
SLOVAK REPUBLIC 2-322-422-75
SOUTH AFRICA 080-09-80425
SOUTH KOREA 2-6744-1084 00798-14800-7193
SPAIN 91-414-14-64 800-099-377
SWEDEN 8-566-10-781 0200-887-483
SWITZERLAND 44-580-3269 0800-000-249
TAIWAN 2-2795-7380 00801-13-7765
THAILAND 001-800-1206-66053
LEEDS 113-301-2124
BIRMINGHAM 121-210-9024
UNITED KINGDOM GLASGOW 141-202-3224 0800-279-9194
MANCHESTER 161-601-1424
LONDON 20-7019-0809
URUGUAY 000-413-598-3457
USA 517-444-9940 866-692-5721
VENEZUELA 0800-1-00-3212
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Schedule Net Conference

e This menu is disabled if there are no net conferences in the Manage Meetings screen

* This menu will open the new calendar entry screen and insert the net conference details into
the body of the appointment (will list default net conference subscription)

The body of the invitation will include the net conference details as shown below:

Join Instructions for Instant Net Conference:

Meeting Number 743291388
Meeting Passcode 12345123
Meeting Host Javier Kusselewski

1 - Join the meeting now

2 - Enter the required fields

3 - Indicate that you have read the Privacy Policy
4 - Click on Proceed

Schedule Audio and Net Conference

* This menu is enabled only if there is at least one audio and one net conference in the Manage
Meetings screen

* This menu will open the new calendar entry screen and inserts both
the audio and net conference details into the body of the appointment (will list default audio and
net conference subscription)

The body of the invitation will include the audio and net conference details as shown below:

Click on the following link to join the Audio Conference:
Join Audio Conference
If you are unable to join with the above link, please dial in using one of the Dial To numbers below:
Participant Passcode: 7890988
Country City Toll Phone Number Toll Free
ARGENTINA 0800-777-8049
CANBERRA 2-6100-1940
SYDNEY 2-8205-8128
AUSTRALIA MELBOURNE 3:9010-7709 1-800-658-378
BRISBANE 7-3102-0940
ADELAIDE 8-8121-4838
PERTH 8-9467-5219
AUSTRIA 1-928-9651 0800-999-683
BELGIUM 2-400-9827 0800-4-8477
CHILE 1230-020-2808
CHINA A 400-810-4790 10800-712-1669
CHINAB 10800-120-1669
COLOMBIA 01800-9-156420
CZECH REPUBLIC 2-25-98-56-63 800-700-239
DENMARK 7014-0285 8088-8314
LAND LINE:106-33-210
FINLAND MOBILE 09-106-33-210 0-800-9-14608
PARIS 1-70-70-81-57
FRANCE LYON 4-26-69-12-84 080-511-1519
MARSEILLE 4-86-06-00-84
GERMANY 69-2222-4878 0800-100-6505
GREECE 80-1-100-0688 00800-12-7303
HONG KONG 2286-5734 800-962-306
HUNGARY 06-800-12748
INDIA 000-800-852-1269
INDONESIA 001-803-011-3979
IRELAND 1-246-0094 1800-931-841
ISRAEL 1-80-9216166
ITALY 02-3600-3649 800-985-680
JAPAN TOKYO 359395192 0044-22-132423
OSAKA 6-7739-4788
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LUXEMBOURG 27-000-1388
MALAYSIA 1-800-81-3068
MEXICO 001-866-376-8308
NETHERLANDS 20-712-1371 0800-020-3238
NEW ZEALAND 9-970-4772 0800-449-157
NORWAY 21-590-073 800-18108
PANAMA 011-001-800-5072085
PERU 0800-53748
POLAND 00-800-1212555
PORTUGAL 8008-14055
RUSSIA 8-10-8002-9533011
SINGAPORE 6883-9130 800-120-4658
SLOVAK REPUBLIC 2-322-422-75
SOUTH AFRICA 080-09-80425
SOUTH KOREA 2-6744-1084 00798-14800-7193
SPAIN 91-414-14-64 800-099-377
SWEDEN 8-566-10-781 0200-887-483
SWITZERLAND 44-580-3269 0800-000-249
TAIWAN 2-2795-7380 00801-13-7765
THAILAND 001-800-1206-66053
LEEDS 113-301-2124
BIRMINGHAM 121-210-9024
UNITED KINGDOM GLASGOW 141-202-3224 0800-279-9194
MANCHESTER 161-601-1424
LONDON 20-7019-0809
URUGUAY 000-413-598-3457
USA 517-444-9940 866-692-5721
VENEZUELA 0800-1-00-3212
Join Instructions for Instant Net Conference:
Meeting Number 743291388
Meeting Passcode 12345123
Meeting Host Javier Kusselewski
1 - Join the meeting now
2 - Enter the required fields
3 - Indicate that you have read the Privacy Policy
4 - Click on Proceed
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Manage Meetings

The Manage Meetings screen has the following functionality:

 First and Last name will automatically populate once the Preferences section has been completed

* Call Me @ numbers will automatically populate with all the Call Me Numbers from the Preferences
screen with the default as the current Call Me @ number

* Instant Meeting Audio and or net conference details will automatically populate once the
Preferences section has been completed. (You must have an active audio or net conference account,
otherwise no meetings will populate.)

* Manually add an audio conference and you will be prompted to add the Meeting Title, Country,
Dial To Number, Leader checkbox and leader/participant passcode

* Manually add a net conference and you will be prompted to add the Meeting Title, Presenter
checkbox, Meeting Number, Meeting Passcode, Presenter Passcode, Manage My Meetings Login
and Password

* View and modify meeting information

 Start/Join an audio and/or net conference

Start/Join

View & Modify c'fi\ltljanually
Add Meeting

= Manage Meetings

-
First name |Javier | Last namp Kusselewski
Call Me @ [ other [ ] [arcEnTm [ ] [raennann |
-
' ™y
Instant Meeting Audio
Meeting Default Leader
vnet o | =t > 8 e
ttfus O S 8 2
US Audio Meeting O & ’ =
Test Meeting O
All purpose meeting o] Remove
All purpose meeting (@] v .
All purpose meeting O F - I -
Almlbell e ~ [} - TS

Meeting Default Leader Type

All purpose meeting ® WebEx S 8 2 -
All purpose meeting (@] WebEx S 8 2
All purpose meeting @] Live Meeting & # =
All purpose meeting o] Live Meeting & 8 =
All Purpose Meeting - WebEx Mo Passcode o] WebEx S 8 D
All Purpose Meeting - Webex o WebhEx S 8 D
All Purpose Meeting - Live Meeting ] Live Meeting & 8 = —
Uil Lz fma 4 i) il P S
A S
Start Confegence n ( Close )
Start
Conference
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Adding Advance/Customized Net Conferences

If the Advanced/Customized is checkbox in the Preferences screen, you will need to add your
Advanced/Customized Net Conference URL in the Manage Meetings screen. Select the “add meeting”
tab and the following window will appear. User should add Meeting Title, participant and presenter
URLs, and select OK. (This window will only appear on initial set-up).. To obtain the URLs, login to
Manage My Meetings at https://mymeetings.com/global/en/login.php. Once in Manage My Meetings,
select the net conferencing tab and select the Advanced or Customized subscription. Select “Meeting
Now Details” to retrieve the participant and presenter URL.

|

X]

@ Add Advanced/Customized Net

-~

-
hieeting Title | |

| am the Leader

Participant Url | |

Presenter Uil | |
& ~

Appointment Reminder Screen
A reminder screen will appear before the conference is scheduled to begin if the appointment
was created using the Conferencing plug-in.

-
Fist name Lastrame
Call Me @ [wark1 [ ] [arcENTINA [ ] [115s541108 ]
.
Instant Meeting Conference Call - Appointment
=
On: Hov 26, 2008 Snooze for Minutes
| StartjJoin Audio Conference Only n
At: 03:32:31 PM
Open )
Start Conference
.

Starting Web Moderator
When Web Moderator is set to start automatically in the Preferences screen, the following
pop up dialogue box will appear once an Instant Meeting audio conference has been initiated

If Web Moderator is not set up in Preferences screen to start automatically, this box will not
appear. User will need to start the Web Moderator tool though an alternate method.

@ Start Web Moderator,

Your phone should ring shortly. Do you want to start the Web Moderator?

(_ StartWeb Moderater ) Close D)
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Checking for Updates
To check for updates, select the Check for Updates button within the About menu.
The “Download the latest Version" button will provide the instructions to update the plug-in

Ei About El
' ™y
=®Verizon Conferencing
For Lotus MNotes ®
“Yersion: 1.0.29
C Check for Updates _J
e v

@ 2005 - 2003 . All Rights Reserved
Ei About [Z|
o~ ™
=®Verizon Conferencing
For Lotus MNotes ®
Yergion: 1.0.29
You don 't have the latestwersion installed
( Download the latest Yersion D!
L5 ~
@ 2005 - 2003 . All Rights Reserved

© 2009 Verizon. All Rights Reserved. UG13400 1/09

The Verizon and Verizon Business names and logos and all other names, logos, and slogans identifying Verizon's products and services are trademarks and service marks or
registered trademarks and service marks of Verizon Trademark Services LLC or its affiliates in the United States and/or other countries. All other trademarks and service marks
are the property of their respective owners.

n



