LotusLive: Meetings

Outlook Integration

IBM LotusLive: Meetings, offered by InterCall, includes Microsoft Outlook® integration,
enabling a presenter to schedule web conferences using Microsoft Outlook®.

“ Interca" Adding web conferencing to an Outlook conference is as simple as clicking LotusLive on
the Outlook conference toolbar. You can use your Outlook address book to send
invitations and display the appointment in your calendar.

For more information:

To integrate with Outlook, you must first install the Outlook Add-On available via the

?0?37%2.441 LotusLive: Meeting Options Kit.

www.intercall.com

info@intercall.com Note: The Outlook add-in (within the Options Kit) is for LotusLive: Meetings only. LotusLive:
Events are scheduled via the service. LotusLive: Events does not synchronize with the

In Canada: Outlook plug-ins. With LotusLive: Events, all scheduling takes place from within the LotusLive:

877.333.2666 Events scheduling pages.

www.intercall.ca

INSTALLING THE MICROSOFT OUTLOOK SCHEDULING ADD-ON

1  Close Outlook prior to installation.

2 Download and install the IBM Lotus LotusLive: Meetings Options Kit.

IBM LotusLive oteceany @) InterCall

More Information

> System Compatibilty Check »

|BM LOtUSL|Ve: » Options Kit Download s
Technical Support
? Online User Help »
| & For product support & fesource > Toif Free: $66.286.1049
= malenal, go {o the resources Toil: 706.902.5068
DaGE lotuslive supiirtercall. com

3 Select Run. You will be taken through a series of prompts.

Internet Explarer - Security Warning x|

Do you want ta run this software?
Hams: Lotuslive offered by IntercCal
[ | Publisher: Webbialogs, Inc,

(%] mare options [_Dont Run

Whil files From the Internet cari be usefu, this file type can potentiall harm
your computer. Only run software from publishers you trust, What's the risk?

4 Select Microsoft Outlook Conference Scheduling Add-On during installation.
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http://www.conferenceservers.com/brands/ITC/Retail/Retail_install.exe

® InterCall

InstallShield Wizard

Select Components
Select components to install

Intermet E splorer Conferencing add-on
Firefox Conterencing plugin

1~ Drestination Folder
C:4Program Filesh L otusLive offered by [nterCall ‘
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SCHEDULING A CONFERENCE WITH OUTLOOK

1 Access the scheduling feature of Outlook and select LotusLive by InterCall from
the Outlook conference toolbar.

fii Weekly Planning Discussion - Meeting

Fle Edt Wiew Insert Format Tools  Actions  Help

froen - -JALB LI

send | 4 ) | 143 8 | O Recwrence... Flcsnceliovstion | ¢ 3 | X [ @

H Lotuslive by InterCall
Appaintment l Scheduling -

i Aon B i e e

[ To.. } | Web Conferencing Product Team

Subjert; | Weekly Planning Discussion

Location: |LntusLive

Starttime; | Tue 3(24/2009 v | [1z00pm ~| Al day event

End tirme: [ Tue 3724/2009 v [1zaom v
[F]Reminder: | 15 mirutes v Show time as: | Il Busy v
Meeting Workspace... | [ This is an online: mesting using:

2 On the web tab of the Web Conference Details window, choose the option Use
Permanent Conference Code* or Use One-time Conference Code.

* The Conference Code is a participant access code. Most commonly, your InterCall
Reservationless-Plus conference code is used.
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Web Conference Details b>_<

v

To adid web conference with permanent Conference Code:
1. Select first option and enter your permanent Conference Code.
2, Click [OK] button to add the web conference's join URL to the hody of vour meeting request.

To add web conference with one-time Conference Code:

1. Select zecond option and put in memo fields if needed.

2. Select Send Email Report to receive an e-mail with session details upon its completion.

3. Click [OK] button to sdd the wweb conference's join URL to the body of your meeting request.

@ Use Permanent Conference Code
Permanent Uze your permanent C Code to le and start the

Conference Code:

O Use One-time Conference Code

One-time This onetime Conference Code will be required to start or join the conference

Conference Code: |

Memo 1:

Memo 2:

Send E-mail

vepon: (]

More Help Ok | [ Remove ] [ Cancel

-

If you select Use One-time Conference Code, you can enter optional

descriptions or identifiers for the conference in the two memo fields, Memo 1 and
Memo 2. This information is saved with the conference history for use in detailed

billing or other reports.

4 Check the box and provide an e-mail address if you want to receive a detailed
usage summary at the conclusion of the conference.

5 Select OK to close the Web Conference Details window.

Web Conference Details
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To add web conference with permanent Conference Code:
1. Select first option and enter your permanent Conference Code
2, Click [OK] button to sdd the wek conference's join URL to the baody of your meeting reguest.

To add web conference with one-time Conference Code:

1. Select second option and put in memo fislds if needed.

2. Select Send Email Report to receive an e-mall vith session details upon its completion

3. Click [QK] button to add the web conference's join URL to the ooy of your meeting recuest.

O use Permanent Conference Code

Permanent Use your permanent Conference Code 1o schedule and start the conference
Conference Code: |-/ 050"

& Use One-time Conference Code

One-time This on Canference Gode will be required to start o join the sonference

Conference Code: |=-|

Memo 1: Focus on Invaicing
Memo 2: Znd Discussion

Senid Canit DUhlmeyerfintercall.com

Report:

More Help QK ] [ Remove ] [ Cancel

\,

On the Audio tab of the Web Conference Details window, select Enable Audio.

Enter your audio conferencing information.



® InterCall

7

Web Conference Details

”
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To add audio infermation: \

1. Select Ensble &Audio option
2. Populste reguired sudio conference information.

Enable Audio

Audio bridge dial-in |
number: =..888'.5.55'.1.21.2

Participants audio |

Conference Code: ¢ 20095

3. Click [OK] button to add the web conference's join URL to the body of your meeting request.

More Help 14 | [ Rernove ] [ Cancel ]

"\,

>

Select OK.

The web and audio conference details are inserted into the body of the conference
request. The text includes a link for users to join the conference.

8

Select Send from the Outlook toolbar to forward the invitation to participants.

Appointment | Scheduling |

Invitations hay

[ Ta... ] | Web Conferencing Product Team
Subiject: | ‘weekly Planning Discussion
Locakion:

Starttime; | Tue 3242009 v| [1z00pm v | [alday event

End tme: [ Tue 3j2412009 v| [1zzomm v

Reminder: I 15 minukes

v| Show time as: | Busy

Meeting Waorkspace... DTh\s is an online meeting using: |"-‘.|

Please join my LotusLive offered by InterCall conference.

Web Conference Details:

Conference Link: http:#lotuslive.intercall. comi?schedid=s-002610860
Conference Code: g-002610360

If this is your first meeting with LotusLive offered by InterCall, we recormmend that you perform

a system check to ensure a successful conference
Click this link to begin the check:
http: i, conferenceserers. com/browser/? hrand=Retail
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LOGGING IN AS PRESENTER

If you scheduled an Outlook conference reminder, select Open Item in the reminder to
open the invitation and display the conference details. You can also select the conference
in the Outlook calendar to open the invitation and display the conference details.

1  Select the meeting link in the invitation to join.
2 Complete the Start a Meeting log-in form
3 Select Start.

+ Start a Meeting

*Required fields:

’_Userlogm
* Password
"Name
Company

E-Mail

ENTER YOUR PHONE NUMBER
the s;r_sﬂem will diai out to you

our phone should ring within 10 seconds
of ciicking start. If it does not ring, please
dial the conference via your phone.

LOGGING IN AS PARTICIPANT

1 Select the meeting link in the invitation to join.
2 Complete the Join a Meeting log-in form.
3 Select Join.

» Join a Meeting

*Required fislds

*Conference Code
*Hame
Company

E-Mail

ENTER YOUR PHONE NUMBER
the system will disf cut o you

vithin 10 seconds of
ring, please dial the

reur phone should ri
clicking join. Ifit
conference via your phone.

Note: The Outlook add-in (within the Options Kit) is for LotusLive: Meetings only. LotusLive:
Events are scheduled via the service. LotusLive: Events does not synchronize with the
Outlook plug-ins. With LotusLive: Events, all scheduling takes place from within the LotusLive:

Events scheduling pages.




