Microsoft® Office Live Meeting

Audio Controls Users' Guide

InterCall’s Reservationless-PlusSM Audio Integration
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Office Live Meeting’s integrated audio controls enable you to control your
Reservationless-Plus audio conference from within the meeting console. Using these

For more information: controls, you can manage all of the features and functions of your conference right from
800.374.2441 your desktop providing a more efficient and streamlined meeting experience. Your
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your computer screen and your telephone keypad.

Using the Reservationless-Plus integrated audio controls, you can have the conference
dial out to you instead of dialing in, identify unnamed attendees, dial out to additional
participants and mute individual attendee’s lines or the entire group.

Connecting to the Audio Conference

Depending on how the meeting was scheduled, you may have multiple audio options.

+ If the meeting uses Telephone Conferencing, you can have the InterCall
Reservationless-Plus conference call you, or you can use your telephone to dial
into the conferencing service.

+ If the meeting uses Computer Audio*, you can connect to the meeting and use
your computer’s speakers and a microphone, or you can use a headset with a
microphone.

+ If the meeting uses both Telephone Conferencing and Computer Audio* you
may choose which method you wish to join the audio portion of the meeting.

To connect to the audio portion when using Telephone Conferencing only

1 Once you have logged into your meeting, the Join Conference Call dialog box
should appear. If not, select Voice and Video from the top menu.

2 Select your County/Region from the drop down menu then enter the area code
and phone number at which you wish to be called in the Call me at fields.
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To join the conference call, provide a number that the meeting can
call wou at. Answering this call connects vou to the conference.

—Phaone details

Country/Region: |+1 Irited States/Canada)Caribbean j

CikyArea code: I 205

Enter numbers only with no spaces

Mumbet: I SE5iZ1Z Example: 5355503

Join Conference Call Close

[¥ Show these options when I enter a meeting

3 Click Join Conference Call.
4 Select the Leader radio button then enter your Reservationless-Plus Leader PIN.
5 Click Join

Enable Call Controls |

Select your role in the conference call

% | eader
Leader/PIM code:

i Participank

Jain Cancel

6  To confirm the connection, make sure that a telephone icon appears next to your
name in the Attendees tab in Live Meeting.

To connect to the audio portion if your meeting uses both Telephone
Conferencing and Computer Audio*

1 Click Voice & Video to open the Voice & Video pane.
2 Do one of the following:

- If you are already connected to computer audio, click the down arrow next to the

End Call button, and then click End computer call and connect with my
phone.

*Option available only on branded customer sites.
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- If you are not connected to audio, click the down arrow next to the Join Audio
button, and then click Call Me.

3 If this is the first time you have joined a telephone conference, the New Phone
Number dialog box will appear. Type your area code and your phone number,
and then click OK.

4 Inthe Enable Call Controls dialog box, if you are a participant, click Join. If you
are the conference leader, select the Leader button, type the leader code, and
then click Join.

To connect to telephone conferencing by dialing into the service

1 Click Voice & Video to open the Voice & Video pane.

Click the down arrow next to Join Audio.

3 Click View Dial-In Details, and then use your telephone to dial the numbers
listed.

N

To connect to computer audio*

1  Connect speakers to your computer to listen to the meeting. If you plan to talk in
the meeting, connect a microphone. Alternatively, you can use a headset with

built-in earphones and microphone.
2 Audio should be on by default. If audio is not on, click Voice & Video to open the
Voice & Video pane, and then click Join Audio.

Identifying Unnamed Callers in the Meeting

1 On the Attendees list, hover over the unidentified attendee’s row. A window
containing the unidentified attendee’s phone number will appear.

*Option available only on branded customer sites.
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‘J\: To join the conference call, call one of the
Following numbers:
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2 Right click on the caller’s row.
- If you do not recognize the phone number associated with the caller, you may
remove them from the meeting

Attendees (Z)
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Chat
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Remove from Meeting

Open Contact Card

Dialing Out to Participants

1 On the Attendees panel, click Invite and then select Call Someone. The Call
someone on the phone dialog box appears.

*Option available only on branded customer sites.
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To have the conferencing service call someone, enter the person's name
and phone information below and click, "Call Mow",

Mame:

CountryfRegion:
| +1 United States)Canada/Caribbean w |

City/Area code:  Local number:

| | | |
Call P

2 Enter the name of the person you would like to call, select the Country/Region in
which he or she is located from the drop down menu then enter the area code
and phone number.

3 Click Call Now.

Muting Individual Participant's Lines

1 On the Attendees tab, right click the attendee’s row that you wish to mute.
2 To mute the attendee’s line, select Mute.

Note: You will not be able to unmute a participant’s line once it is muted. You should
instruct attendees to right click their own names to unmute the lines.
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Femave From Meeting
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Muting the Group

1 On the Attendees panel, click Voice.

*Option available only on branded customer sites.
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Attendees (1)

2 To mute the entire group, select Mute All Except Me.

Melissa Abrams Mute &ll Except Me

Note: You will not be able to unmute the group once the lines are muted. You should
instruct attendees to right click their own names to unmute the lines.

*Option available only on branded customer sites.
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COMPUTER AUDIO* SETUP

Use the Audio/Video Tuning Wizard to configure your Speakers and Microphone.

| | &~ Fo- -
|l&b.,_ Yigia Current Speaker Connect Telephone and Computer Audia. ..
I audiofvideo Tuning Wizard... I

Cptions =

Wiew Dial-In Detais

Mo Wideo Source available

1  Click Voice & Video from the Command menu.

Note: The first time that the Console is loaded, with the Computer audio* conference option
selected in the meeting options, the Audio Video Device Setup wizard will automatically run.

2 Inthe Voice and Video pane, click Options and then select Audio/Video Tuning
Wizard.

3 Click Yes in the window, if necessary.
4 Click Next in the Audio Video Device Setup window.

5 Select the speakers or headset to use from the drop-down list in the
Speaker/Microphone or Speakerphone Setup window.

6  Click Test, and adjust the speaker volume.
7 Click Stop when you have properly adjusted your speaker volume.

8  Select the microphone to use from the drop-down list in the Speaker/Microphone
or Speakerphone window.

9  Adjust Microphone Volume.
10 When you have properly adjusted your microphone volume, click Next.
11 When finished modifying options, click OK.

12 Click Finish to finish and close the Audio Video Device Setup Wizard.

*Option available only on branded customer sites.



