Audio Conferencing User Guide!

Welcome to UPS Audio Conferencing Center
In order to access the tools, the first thing you’ll need to do is set up a Manage My Meetings profile for your Instant Meeting account and create your online login.  
Manage My Meetings is your online conference maintenance portal. It will allow you to: 

• Manage your account online 

• Update your profile 

• Subscribe to or change your Instant Meeting (reservationless) subscription.

Part I – Creating an Instant Meeting Profile

1. Go to http://www.mymeetings.com/ups
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2. In the right corner of the page, select the Register Now link.
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3. Click Register to proceed.
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4. Click Yes to proceed.

5. Begin creating your leader profile: (REQUEST LOGIN – My Identity page)

· Select a login name (please reference the UPS preferred login name criteria)
· Preferred login name - It is recommended to use the following format to create your preferred login name:  UPS + Employee ID ( Ex: UPS1234567)

· Select a password or allow the system to create for you

· Complete the fields on the page with your information details
· UPS Authorization Code: visit http://gid.inside.ups.com/gid/apps/acs/welcome.aspx (Copy and Paste the link to your browser) and use your Active Directory credentials to access the page.
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6. Click to Proceed.

7. Begin creating your Contact Information (REQUEST LOGIN – My Contact Information Page)

· Input your Credit Card Billing Address
· Input your Employee ID (GEMS ID)/Department Number
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8. Click Proceed.
9. Input your Credit Card Information (REQUEST LOGIN – My Credit Card Information Page).
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10. Click Complete (the system will validate your credit card information).

11. On the next screen, make a note of your password shown on the screen. For security reasons, it will not be included in your confirmation email.
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12. After making note of your password, click Yes when asked “Would you like to go to Manage My Meetings now?” 

Part II - Creating an Instant Meeting Subscription  
Now that you’ve established your leader profile, you can immediately create an Instant Meeting subscription(s) to obtain your conference passcodes and Global Access numbers.
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1. Click the Add Subscription button to add an Instant Meeting audio conference subscription.

2. You will need to review the type of conference call you are holding (sensitive information, general use or support) and select the recommended features for each Instant Meeting subscription. (After you have created your Instant Meeting Subscription, you may go back at anytime to update your Instant Meeting Subscription.)

	 
	 
	 
	Instant Meeting Conference Call Types

	 
	 
	 
	Sensitive Information 
	General Use
	Support

	 
	Features
	Description
	Financial / Non-Public Regulated Information Mergers & Acquisitions Marketing / Confidential Projects
	Project Status Go / No Go Calls Staff Meetings
	Problem Resolution

	1.
	Quick Start
	Allows participants to start conferences before the leader joins
	No
	No
	No

	2. 
	Name Record
	Prompt participants to record their name as they enter the conferences
	Yes
	Yes
	Yes

	3.
	Conference Entry/Exit
	Announce the entry and exit participants with:  ( choose either "tone" or "recorded name" depending on size of call)
	Tone or Recorded Name
	Tone or Recorded Name
	Silence

	4.
	Auto Continuation
	Allow conferences to continue when leader disconnects from call
	No
	No
	Yes

	5.  
	Waiting Room
	Pre-screen participants prior to conference start (requires Web Moderator (WM).  If yes, you can not start your call if WM is not activated.) * 
	Yes *
	No
	No

	6. 
	Send Participant List
	Send email with list of participants in attendance
	Yes
	Yes
	Yes

	7.  
	Reference Code
	Call by call
	No
	No
	No


3. Complete the following information:

· Start Date/End Date:  Keep “no end date” selected

· Leader and Participant Passcodes:  When registering, you will have the ability to choose your leader and participant passcodes which must be 8-12 digits each.  If the passcode(s) you choose are already in use, the system will prompt you to either change the passcode(s) or you can allow the system to generate the passcode(s).  UPS strongly recommends changing your leader and participant passcodes every 90 days (quarterly).
· Number of Ports Needed:  The number of default ports is 20. You must select 50 ports.  For more than 50 ports, send a request to audioconf@ups.com with a valid business reason. 
· Features:  Select the recommended features for type of conference call you are holding (sensitive information, general use or support, see above). 
· Wallet Card:  If you would like a wallet card sent to you, select “Yes”. The next screen will allow you to specify where you would like the wallet card to be sent. Please allow 2-4 weeks for delivery.

[image: image9.png]INSTANT MEETING
Create Subscription

Wl you bt Subsrgtin st © Yo O Mo
Lasor's N saa
[ r——

© raEnsOe

st Prscot

P Prscote

Foswes_ st
ek St Alowptcgnes o st conorences ke h s s
© e 0t
Name Recad Prot gaiciants o racor s 3 hy e b cnrences
© vis Ot
Corence EtyEct Ammounce h ey and ot of s wih
© Tore O Recadd tame O Sioce
o Corumuston Ak oo 0 coti v s Sscaencts o cll
© e Ot
g e P Scran it oo cfenc st Reqres st e
et
0 i Ot
Send Paniipnt s Sond Emat ot ot oyt i sandncs
© i &t
Rl Cod Coty Ca
Langageprfaenc o messa s s suscrptn corematon el

Lasdr Bl Abboss L Lo RIS
ity s o v Ao ol s 5 . e 4
Comtatn of i s 4 i o s e

"oy e S e cd e 0 you catinng yout sl st
chomaan?
G ot





4. Click Proceed to continue to the next page.
5. Complete the following information:
Subscription Phone Numbers:

· Select the in-country toll numbers for countries your participants will be calling from or you would like to appear on your subscription for most cost effective access in most countries. Only use in-country toll-free numbers if there is no toll number available. The Global Access numbers are the local access numbers for your participants to dial to join your audio conference call. Please visit the UPS Internal website at http://gid.inside.ups.com/gid/apps/acs/welcome.aspx (Copy and Paste the link to your browser) to view the rates from your location.
· US Domestic, Puerto Rico, U.S Virgin Island leaders only: Please select and use the toll-free access number for the U.S. participants. You may provide the other countries their local in-country toll numbers or the U.S. toll number.

· For EMEA & APAC countries:  Conference leaders must select global access toll numbers for cost effective purposes from the specific countries your participants will be calling from.  Only select toll-free when a toll number is not available.  
· For Americas: When sending out the invitation to any international participants, do not include any of the in country access toll free numbers.  Make sure to give out the US access direct dial number only.
· You will receive the list of the global access numbers you selected with your Instant Meeting subscription confirmation email.  

· Refer to the UPS internal website to view the rate matrix for your respective region at:  http://gid.inside.ups.com/gid/apps/acs/welcome.aspx (Copy and Paste the link to your browser)
PLEASE BE AWARE:  To host a conference call or to invite participants from a specific location using the local toll or toll-free number, you must add the global access number to your subscription. If a participant utilizes the in-country toll or toll-free number, these charges will appear on the leader’s invoice.  If the participant utilizes the U.S. Global Access Toll number or non in-country toll or toll-free number, the long distance charges will not appear on the invoice. In-country rates are available on the UPS internal website
In the event a subscription primary Global access number is having technical issues such as static, the conference leader may use the U.S. Global Access Toll Number or other alternate Global Access Toll numbers within their respective regions until the service is restored.  The U.S. Global Toll Numbers and other alternate numbers must be configured within the subscription. It is recommended to select other alternate Global Access Numbers for your subscription. Long distance charges may apply.
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6. Select the Submit Button to complete your Instant Meeting Subscription.

Once completed, click Continue to return to the main page. Take a moment to browse through the features available for your use with your audio conference subscription (listed as icons to the right of your subscription):
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Once you have created a subscription, you will receive two emails:
1. An email confirming your Manage My Meetings login. This will contain the login name you selected. For security reasons, your password will not be included on this email.
2. Another email will be sent with your Instant Meeting subscription details. This will contain your leader and participant passcodes, touch-tone commands and Global Access numbers. You can modify the features you selected online by logging into Manage My Meeting and clicking the Instant Meeting confirmation number displayed on the left side of the screen.

How to use your Instant Meeting Subscription:
To invite participants to your Instant Meeting conference call, simply distribute the Participant Access Information, which is the Global Access number and participant passcode listed in your e-mail confirmation from Verizon Conferencing.

Leader Information:

To join your conference

· Dial the appropriate access number (toll-free or toll number).

· Enter your numeric leader passcode followed by the “# “sign.

· You will then be automatically placed into your conference.

Participant Information:

To join a conference

· Dial the appropriate access number (toll-free or toll number).

· Enter your passcode followed by the # sign.

· You will then be automatically placed into your conference.

Conferencing Support:

For registration support related issues, please contact the appropriate conferencing reservation center number for your location below. If your country is not listed below, please dial the U.S. Toll number for audio conferencing assistance.

[image: image12.png]Reservation Numbers

Global contact numbers:

Australia 1-800-762114
China-No. 10-800-712-2964
China-So. 10-800-120-2964
France 0800-909564
Germany 0800-1007547
Hong Kong 800-905331
Italy 800-785743

Japan DD531-122049
Netherlands 08000231021
Singapore 800-1208541
Spain 900-951468

Sweden 020790669

UK DB-082349749

US B0D-307-7658

US Toll #517-345-9981

For other countries, please dial in the US Toll #for assistance.
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 UPS – Updating Instant Meeting Global Access Subscriptions

1. Login to Manage My Meetings at http://www.mymeetings.com/ups
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2. Select the Conference ID you need to update
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3. Under Phone numbers select the view/modify Subscription numbers option.
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4. Select the all toll and toll free/freephone numbers or additional numbers you need. Then select proceed.
Select the in-country toll numbers for countries your participants will be calling from or you would like to appear on your subscription for less expensive access in most countries. Only select in-country toll-free numbers if there is no toll number available. The Global Access numbers are the local access numbers for your participants to dial to join your audio conference call. Please visit the UPS Internal website at http://gid.inside.ups.com/gid/apps/acs/welcome.aspx (Copy and Paste the link to your browser) to view the rates from your location.
US Domestic, Puerto Rico, U.S Virgin Island leaders only: Please select and use the toll-free access number for the U.S. participants. You may provide the other countries their local in-country toll numbers or the U.S. toll number.
For EMEA & APAC:  Conference leaders must select global access toll numbers for cost effective purposes from the specific countries your participants will be calling from.  Only select toll-free when a toll number is not available.  
For Americas: When sending out the invitation to any international participants, do not include any of the country access Toll Free numbers. Make sure to give out the US access direct dial number only 1-517-xxx-xxxx).
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5. Please check and confirm you are following the recommended Conferencing Fraud Protection Policies. Once your changes are made select Update
a. Do you have a non-sequential 8 digit passcode?
i. If not check the Regenerate Leader and Participant passcode option 
b. Is the Quick Start feature flagged to ‘No’?
i. If set to ‘Yes’ please change the option to ‘No’
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6. Once you select Update you will the see your updated Instant Meeting service display and a confirmation email will be sent containing the details.

7. If you would like to use Web Moderator or review Participant Lists for your Conference call please select the icons below:
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8. If you would like to update any of the following items please go to the My Identity tab; change the information required and select Update
a. Manage My Meeting password or security question

b. Email address

c. Mailing address

d. Phone number

e. Employee ID or Department Number
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UPS – Updating Instant Meeting to avoid conference fraud
1. Login to Manage My Meetings at http://www.mymeetings.com/ups
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2. Select the Conference ID you need to update
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3. Please check and confirm you are following the recommended Conferencing Fraud Protection Policies. Once your changes are made select Update
a. Do you have a non-sequential 8 digit passcode?
i. If not, check the Regenerate Leader and Participant passcode option 
b. Is the Quick Start feature flagged to ‘No’?
i. If set to ‘Yes’ please change the option to ‘No’
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4. Once you select update you will the see your updated Instant Meeting service display and a confirmation email will be sent containing the details.

5. If you would like to use Web Moderator or review Participant Lists for your Conference call please select the icons below:

[image: image24.png]il iy centiy

CurrentFuture N

“To View your passcodes, Update or Delate 2 subseription, click on the Conference ID. To control your Instant Mesting via the
web, click on the arrow under the Features column.

Conference D Mesting Description  Dialed to Number{Total) Leader Features
7925040 AllPurpose Meeting UPS CONFERENCING =oME
Subscriptions 1-10f1

=]




6. If you would like to update any of the following items please go to the My Identity tab; change the information required and select Update
a. Manage My Meeting password or security question

b. Email address

c. Mailing address

d. Phone number

e. Employee ID or Department Number
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Note: To cancel a subscription or to update your Amex Corporate credit card information, please call the UPS Reservation Local Help Desk. Visit the UPS Audio Conferencing website to view the Help Desk phone number at https://www.mymeetings.com/custom/res/content/resNumbers.php
Accessing Your Online Invoice: A Step-by- Step Guide (Invoice is available on the 10th day of the monthly Invoice) 

1. Go to the website provided by Verizon at: https://www.mymeetings.com/login/servlet/OLIPLoginServlet?customHeader=mymeetings&langKey=/en&sigKey=ups
2. Log in with your Manage My Meeting (Online Login) user name and password. 

3. Select the account that you wish to view. 

4. Click on "Go" to view your usage. 

5. Select “Audio Conference Call” and click on the date of the call.

6. Click on details to view the extended details of the conference

7. You can also click on the export icon to download the file.

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


