Useful quick links and FAQ’s

	UPS Reservation Center & Helpdesk numbers
	https://www.mymeetings.com/custom/res/content/resNumbers.php

	Register and Manage your account
	http://www.mymeetings.com/ups


	Training & Resources
	https://www.mymeetings.com/custom/res/docs/ups/training_guides.php

	Online Invoice Presentation (View Monthly Invoice
	https://www.mymeetings.com/login/servlet/OLIPLoginServlet?customHeader=mymeetings&langKey=/en&sigKey=ups

	Service and Rate questions
	http://gid.inside.ups.com/gid/apps/acs/welcome.aspx

	Conferencing Authorization Codes
	http://gid.inside.ups.com/gid/apps/acs/welcome.aspx

	UPS Audio Conferencing Escalation
	http://gid.inside.ups.com/gid/apps/acs/welcome.aspx


General Questions and Account Management

· Where can I obtain general assistance for audio conferencing?
Call the UPS Reservation Center for your location. Visit the UPS Audio Conferencing website to view the Help Desk phone number at https://www.mymeetings.com/custom/res/content/resNumbers.php
 
· Where can I obtain a best practices document for audio conferencing?
Please visit the UPS Audio Conferencing internal website at: http://gid.inside.ups.com/gid/apps/acs/welcome.aspx 
· How do I register for an audio conferencing account? 
Visit the UPS Audio Conferencing website at http://www.mymeetings.com/ups . Download the user guide under resources for all the instructions. 
· What is the UPS authorization code for my location? 
Visit the UPS Internal Audio Conferencing website at: http://gid.inside.ups.com/gid/apps/acs/welcome.aspx 
· How can I cancel my Verizon audio conferencing bridge account? 
Call the UPS Reservation Center for your location. Visit the UPS Audio Conferencing website to view the Help Desk phone number at https://www.mymeetings.com/custom/res/content/resNumbers.php
Instant Meeting
· How do I modify my subscription and reset my audio bridge passcodes and passwords? 
You can reset passcodes, passwords, add another audio bridge on my account, add local access numbers, request a Wallet Card, update my subscription by visiting http://www.mymeetings.com/ups .Please download the user guide for all the instructions at http://www.mymeetings.com/ups under Resources.  You may also call the UPS Reservation Center Help Desk listed at https://www.mymeetings.com/custom/res/content/resNumbers.php
· How do I upgrade my audio conferencing bridge from 50 and up to 200 ports for frequently recurring calls? 
Send an email to the audio conferencing team with a business reason including the subscription confirmation#. Please allow 48hrs for completion.  Visit http://gid.inside.ups.com/gid/apps/acs/welcome.aspx for the email address.
· How do I upgrade my audio conferencing bridge from 50 ports and above for one time or a quarterly call? 

For one time conference calls with more than 50 ports such as Town Hall Meeting and Training Session, please call your local Verizon Help Desk to request the   "Unattended" reserved service for the same rate as the Instant Meeting service (U.S: 1-800-307-7658 opt 1 &1 or visit https://www.mymeetings.com/custom/res/content/resNumbers.php  to obtain contact number for  your Region Help Desk). There is a $1.50 fee for each unused port, after the first 50 unused ports. There is also a cancellation fee of $1.50 per port for all ports reserved if cancelled within 30 minutes of the reserved call. You will also be assigned with a new bridge dial access number and passcode for this particular reserved call only. 
· Where can I report an incident with my audio conferencing bridge?
Call the UPS Reservation Center for your location and open a ticket. Visit the UPS Audio Conferencing website to view the Help Desk phone number at https://www.mymeetings.com/custom/res/content/resNumbers.php
· How can I monitor my audio conferencing bridge call?
Visit the UPS Audio Conferencing website at http://www.mymeetings.com/ups to login. Then launch the web moderator tool. Please review the training tutorial for more details. 
· How can I monitor my audio conferencing bridge call when travelling or without my PC?
You and your Participants can use the following touch tone commands:
	Command
	Description
	Leader command
	Participant command

	*1
	Private help menu
	X
	X

	*2
	Roll call (in conference)
	X
	

	#2
	Sub-conferencing
	X
	

	*3
	Private roll call
	X
	X

	*4
	Mute/Unmute all
	X
	

	*5
	Conference continuation
	X
	

	*6
	Self-mute/unmute
	X
	X

	*7
	Lock/unlock
	X
	

	*9
	Guest entry
	X
	

	*0
	Operator Assistance
	X
	X


Reserved Conference Calls
· Where can I obtain more information for a Reserved Service level call? 
Call the UPS Reservation Center for your location. You may also visit the UPS Internal Audio Conferencing website at   http://gid.inside.ups.com/gid/apps/acs/welcome.aspx under rate access tab.  If you need further assistance, send an email to the audio conferencing. The email address is located at the internal website. 
· How can I make a reservation for an audio conferencing meeting?
Call the UPS Reservation Center from your location. Visit the UPS Audio Conferencing website to view the Help Desk phone number at https://www.mymeetings.com/custom/res/content/resNumbers.php
· Where can I get more audio conferencing training? 
Visit the UPS Audio Conferencing Center website at: http://www.mymeetings.com/ups  and select training tutorials under Resources.
Billing Questions 
· How can I view a detailed invoice of my audio conferencing monthly charges? 
Login to the UPS Audio Conferencing website. Click on the Leader Tools tab and select Online Invoice Presentation.  The detailed invoice is available on 10th day after each monthly invoice.  http://www.mymeetings.com/ups . You may also download the user guide for more instructions from http://www.mymeetings.com/ups under Resources.
· How can I dispute a charge on my invoice? 
Call the UPS Reservation Center for your location and open a case.  If Verizon is unable to resolve the dispute, please email the audio conferencing team by visiting the internal website at http://gid.inside.ups.com/gid/apps/acs/welcome.aspx. Provide a description of the charges and the status of the dispute with Verizon including the case#. 
· Where can I obtain the audio conferencing bridge rates for my location? 
Please visit the UPS Audio Conferencing internal website at: http://gid.inside.ups.com/gid/apps/acs/welcome.aspx 
 
·  How can I update my AMEX corporate credit card? 
Call the UPS Reservation Center for your location. Visit the UPS Audio Conferencing website to view the Help Desk phone number at https://www.mymeetings.com/custom/res/content/resNumbers.php 
· I am located in the European/Asia Pacific region how can I get a copy of my invoice via email? 
Please refer to the ‘How to obtain an email copy of your Conferencing invoice’ user guide posted at http://www.mymeetings.com/ups
