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Instant Scheduler for Microsoft®
Outlook® User Guide

Product Description
Instant Scheduler allows users to start and schedule audio and/or net conferences in Outlook. 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 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 meeting details.

Start/Join audio and/or net conferences from the Verizon Conferencing toolbar button

Schedule Outlook appointments with audio and/or net conference information automatically populated into the appointment body.
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 audio conference.
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Supported Platforms
Microsoft Outlook 2003 or Microsoft Outlook 2007 is supported on the following platforms:

. Microsoft Windows® XP
e  Windows Vista®

Supported Languages
The following languages will be supported. Additional languages also can be supported if needed.

U.S English
German
French
Japanese
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Installation Process

The plug-in and download instructions are available at http://mymeetings.com under the Leader Tools menu bar. Select “Outlook Instant

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.

Tool Bar and Menu

After installing the plug-in, a “My Meetings” Conferencing toolbar button will be available in Outlook as shown below:

Inbox - Microsoft Outlook

Edit  Yew Go Tools  Ack

Favorite Folders

[ Inbax
[ Unread Mai
[l For Follow Up [1]
[=7 Sent Items

The toolbar button will have the following menu:

Start/Join Conference
Schedule Conference
Manage Meetings
Preferences

About
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Inbox - Microsoft Outlook

File Edit Miew Go  Tools  Actic
My Meetings = ! aibew w | = LY

Manage Meetings

Preferences

Abouk



http://mymeetings.com/
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Setting and Modifying Preferences

Inbox - Microsoft Dutlook

File Edit Miew Go  Tools  Actic

My Mestings = |i) @ SdMew ~ | 5 LY

Manage Meetings
/F'k o~

references

e—— |

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

Under the Preferences tab as shown below, user should complete the following fields:

»  First and last name
»  Call me numbers
» Language setting
» Import Conferences
» Net Conferences (if applicable)
»  Agree to the Privacy Policy
»  Enable Web Moderator
5I
First Name: ‘Martin | Last Name: |F‘in |
/{Call Me Numbetrs ~
Country Dial To Humber Default
Work 1: ARGENTINA (54) - [11558 | @
Work Z: ARGENTINA (54) - | | o
Mobile: ARGENTINA (54) - | | o
Home: ARGENTINA (54) - | | o
\
4 Language Settings Import Conferences
Display Language English {United States) - English (Unit = I_': Import
\
- Net Conference
B4 Instant Net M Advanced/Customized
A\
B | have read and agree to the Conferencing Privacy Policy. M Automatically launch Web Moderator when
Piease note that if you do not indicate your agreement by checking starting an Instant Meeting Audio Conference

the bax, you will nat be able to start or join & net conference.

( oK Jl’ Cancel )
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To import conferences, you must have your Manage My Meetings login name and password as shown below.

Import x|

Please enter your Manage My Meetings user id and password

User Id || |

Password | |

( ok )( cancel )

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.

Start /Join Conference Sub Menus

The Start/Join Conference menu has the following sub-menus:

8] Calendar - Microsoft Dutlook

© File Edit View Go Tools Help

: i bew - = X gY | Today j]WD[kWeek E

Schedule Conference  »

Ackions

My Meetings =

StarkfJoin Conference » |

Manage Meetings

Preferences

Start Audio Conference {Tesk Meeting 1)

Start Met Conference (all Purpose Meeting)

Start Audio and Met Conference

Ahok 17

ToT AT FN 30 ¥ 7T A

T
Start Audio Conference

»  This menu is disabled if there are no audio conferences in the Manage Meetings screen.
» If the Privacy Policy checkbox in preferences is not checked, an error message will appear and stop processing
»  Start the audio conference

Start Net Conference

»  This menu item is disabled if there are no 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
»  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
Start the audio and conference as detailed above

Start the net conference
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Schedule Conference Sub Menu

The Schedule Conference menu will have the following sub-menus:

Inbox - Microsoft Outlook

File Edit Wiew iGo Tools Actions Help

My Mestings = ||2) | Slew - | &) > i~ Reply (=4 Reply to All (5 F

| Schedule Conference  » | schedule Audio Conference
StartfJoin Conference » Scheduls Met Corference
Manage Meetings Schedule Audio and Met Conference
Preferences = Date: Today
About EL
(=

Schedule Audio Conference

» This menu is disabled if there are no audio conferences in the Manage Meetings screen
»  This menu will open the new calendar entry in Outlook and insert the audio conference details as shown below into the body of the
appointment (will include the default audio conference subscription)

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

Click on the following link to join the Audio Conference:

https://wbbc.mci.com/wbbcClick2Join/serviet/WBBCClick2Join?cc=11111111

Instant Meeting Details:

Title: Global Audio Meeting
Participant Passcode: 11111111

If you are unable to join with the above link, please dial in using one of the Dial To numbers below:

ARGENTINA:
TOLLFREE: 0800-111-1111

AUSTRALIA:
ADELAIDE: TOLL: 8-1111-1111
BRISBANE: TOLL: 7-1111-1111
CANBERRA: TOLL: 2-1111-1111
MELBOURNE: TOLL: 3-1111-1111
PERTH: TOLL: 8-1111-1111
SYDNEY: TOLL: 2-1111-1111
TOLLFREE: 1-800-111-1111
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Schedule Net Conference

»  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 include
the default net conference subscription)

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

Click on the following link to join the NET Conference:
https://www.mymeetings.com/emeet/join/processEvent.jsp?joinld=SW201082&joinPass=111111
Instant Net Conference Details:

Net Meeting Type: LIVE_MEETING

Title: All Purpose Meeting - Live Meeting
Participant Passcode: 111111

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 include the default audio and net conference subscriptions)

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 and Net Conference:

https://wbbc.mci.com/wbbcClick2Join/servlet/WBBCClick2Join=11111111

Instant Meeting Details:

Title: US Audio Meeting
Participant Passcode: 11111111

If you are unable to join with the above link, please dial in using one of the Dial To numbers below:
USA:
TOLL: 111-111-1111
TOLLFREE: 866-111-1111

Instant Net Conference Details:
Net Meeting Type: LIVE_MEETING

Title: All Purpose Meeting - Live Meeting
Participant Passcode: 111111
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Manage Meetings Screen
The Manage Meetings screen has the following functionality:

A\

\4
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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

View & Modify Manually Add Start/Join
Manage Meetings Meeting
First Name: |Mar‘[in | Last Hame: |F'in
CallMe@  WORKI - [ARGENTINA (54) -|[11885
\

Instant Meeting Audio v
Meeting Default Leader (‘Acd Conference )
John Geocari's Conference O Oa r & =]
LIS Audio Meeting ® % =

>
Global Audio Meeting O | ra = <
All purpose meeting O ] =]
Net Conference
Meeting Default Leader Type ( Add Conference )
Srinath's Meeting O O WEBEX r & 1=
All Purpose Meeting - VWebex O O WEBEX r & =]
All Purpose Meeting - Live Meeting ® 1| LIWVE_MEETING # & =

Close
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Adding Advanced/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, go to Manage My Meetings website at
https://www.mymeetings.com/login/servlet/LoginMgr?customHeader=mymeetings&uri=/login&referer=/login/dm/inde
x.jsp?applD=ois&sessionld=1231360687366281

After entering the login name and passcode, select the net conferencing tab and select the advanced or customized
subscription. Select “Meeting Now Details” to retrieve the participant and presenter URLSs.

& Add Advanced/Customized Net Conference x|

' ™

Meeting Title: “ ‘

Participant URL: ‘ ‘

| am the Presenter: O

Presenter URL: ‘ ‘

L -~

( OK J( Cancel )

Appointment Reminder Screen

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


https://www.mymeetings.com/login/servlet/LoginMgr?customHeader=mymeetings&uri=/login&referer=/login/dm/index.jsp?appID=ois&sessionId=1231360687366281
https://www.mymeetings.com/login/servlet/LoginMgr?customHeader=mymeetings&uri=/login&referer=/login/dm/index.jsp?appID=ois&sessionId=1231360687366281
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= Reminder x|
.
First Name: |Mar1in | Last Name: |F'inarl:|i |
Call Me @ WD * |ARGENTIMNA, (54) - | |'| 155541106 |
\ J
~
Meeting
Start time Tuesday, October 21, 2008 3:30:00 PM
Due in 26 minute(s). (  Details=> |
\ J
-
Start Audio Conference - Click Snooze to be reminded again
If Start Meeting ) ( Dismiss /1 1 minute(s) = |16 Shooze
\ /

Starting Web Moderator

When 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.

Start Web Moderator |

Do you want to start the Web Moderator?

(Start Web hModerator ) ( Cancel )

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 through an alternate method.

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.
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About x|

fa ™y

=Verizon Conference

For Microsoft® Outlook®

Yersion: 4.0.3210.30317 (Test)

( cCheckforupdates )

L "
( Close )

= About x|
- ~

#\Verizon Conference

For Microsoft® Outlook®

Wersion: 4. 0321030317 (Test)

You have the latest version installed

( Checkforupdates )
e ey

( Close )

© 2010 Verizon. All Rights Reserved. Microsoft, Outlook, Windows and Windows Vista are either registered trademarks or trademarks of Microsoft Corporation in
the United States and/or other countries. All other trademarks and service marks are the property of their respective owners.



