@) InterCall CONFERENCING & COLLABORATION

USER GUIDE

Outlook Plug-In

Send Conference Invites from Outlook

Scheduling conference calls and always typing in the same

dial-in number and conference code can be a bit tedious, With a single click, your
especially when you're in a hurry. That's why InterCall Reservationless-Plus conferencing
provides an Outlook Plug-in that allows you to quickly and details are automatically inserted

easily create, edit and schedule meetings with pre-defined asan em,a”' JiRing scheduling
your meetings a snap.

information right from your Outlook toolbar. =
Outlook Plug-In Allows You to: J

o =
Download|ng OutIOOk Plug'ln e Create one-click access to N1
conferencing information using

buttons in your email toolbar and the
Outlook meeting invitation window.

Follow these step-by-step instructions to download the Outlook Plug-In:

1. Go to http://www.intercall.com/tools/outlook-plugin.php.

e Add audio or web conferencing

2. Select Download and enter your first name, last name and email . . . A
information, including your conference

address. = AR
dial-in numbers, conference codes and
3. You will receive an email with the link to download the Outlook web conferencing URLs, to your
Plug-In to the email address you provided. Outlook emails and meeting

4. Click Download Now. invitations.

e Send meeting requests via your
Outlook calendar allowing attendees to
6. Run the .exe file, select setup and follow the steps listed in the accept, decline or tentatively accept
installation menu. the meeting invitation.

5. Open the zip file and extract the .exe file.

7. Once the installation is complete you will need to restart Outlook
for the installation to take effect.

il
=T 2| Mense | Deioptt Adeie Adaberor I

Fram: IrterCal fressenver e rnercal. com]
Subjert: Your Dawninad b Reasy

) InterCall o8 Gyt | st o s "

o4 #m g Touse medng SV BT, T I oL VD

e
g Outlook Plug-in ¥ InterCall
B ) InterCall
P Mo Erprcietio
e More From nterCai |
L |

turCall Tow

Mose trom iterCal

imepeCad | 1433 Waw Bym Msar Sune 420 Crgags & 82611 | 773 389 1600 | www Slemaloes
oo aimn | oo [ connastintn s

MM VI WS AR | Vi S By St

INFO@INTERCALL.COM  INTERCALL.COM  800.374.2441 1 Elm"i“m,d,ﬂ

. of West Corparation



@) CONFERENCING & COLLABORATION

Accessing Outlook Plug-In Settings

In Outlook, follow the steps listed below to access and edit your settings:

1. /n Outlook 2007 or below:
Select Tools, click Options and then choose Collaboration.

/n Outlook 2010:
Select File, click Collaboration and then choose Preferences.

2. The Customization screen will appear.

3. Define up to five buttons to display in Outlook by following the
instructions in the section below. The buttons will appear when
sending an email or creating a meeting invite.

Defining Outlook Plug-In Buttons

There are two types of buttons you can define in your Outlook Plug-In:

e Text/Hyperlink (Figure 1)
Allows you to place multiple lines of text and up to two hyperlinks on
appointment and email messages in Outlook.
o Buttons1to 3 and 5 are text/hyperlink options.

o The Caption and Tooltip fields are predefined and cannot be
changed.

e Schedule (Figure 2)
Allows you to place meeting schedule information in an email.
o Button 4 is the Schedule option.

o The Caption and Tooltip fields are predefined and cannot be
changed.
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&l Customization
Collaboration Buttons
Customize the Collaboration Buttons.
@ Button 1... | Button 2... BEutton 3. Button 4. |
About

JZS Technologies Colldhoration Addin Wersion: 8.4.0.908
] Copyright (=) 2005 - 2011 JC5 Technologies, Ine.
o lhoge e A1l rights reserved.

« This prodact licensed ta:
ﬂ Intercal I InterCall a suhsidiary of West Corporation.

oK Cancel

@ Customize Collaboration Button1

Buthon Appearance
[ Show this button

Tocltip |

Tesd / Hypestirik. 1
Texd [Audo Dial m it 5555555555

[T Create a Hyperink uzing the selacted laxt

|
[hitpcs fvwven, erpdomainniame. com)
NOTE: A Hypestbrk i only vabd in HTML formatted E-male. The selected
et i replaced wath the URL Addeesz in Appoiniments and E -mads
wng a Flan Text of RTF fomal

Tet / Hyparirk 2
Teul [Conterence Code: SE55555

[~ Creste a Hyperlrk using ihe salachad led.

[
it/ Pomns, medomainname. comj
NOTE: A Hyperirk i only valid in HTHL formaited E-mads. The selected
teid i replaced vath the URL Addiets in Appomnimérts and E-mals
ueing & Plan Teod oo RTF fomat.

1.3 Cancel

Figure I: Text/Hyperlink
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Text/Hyperlink 1

e Thisis the first set of text added to appointment and email messages if this button is pressed in Outlook.
e Thereis no restriction on the length of the text; however the file must be less than 8.192 bytes.
e Follow these steps to create a hyperlink within the text:

1. Highlight the hyperlink text.

2. Check Create a Hyperlink using the selected text.

3. Enter a URL for the hyperlink in the format of http:// or https://.

4. Click OK to save the data or Cancel to discard it.

e A hyperlink is only valid in HMTL formatted emails. On appointment forms or plain text/DTF formatted emails,
the hyperlink text is replaced with the hyperlink URL.

Text/Hyperlink 2

e Thisis the second set of text added to appointment and email messages if this button is pressed in Outlook. This
text field can remain empty if you do not want to include a second set of information.

e Thereis no restriction on the length of the text; however the file must be less than 8.192 bytes.
e Follow these steps to create a hyperlink within the text:

1. Highlight the hyperlink text.

€ Customize Collaboration Button4

2. Check Create a Hyperlink using the selected text. Button Appearance
3. Enter a URL for the hyperlink in the format of http:// or https://.
4. Click OK to save the data or Cancel to discard it. Tookip |

e A hyperlink is only valid in HMTL formatted emails. On appointment forms Scheduls Text

. . . . . Text il f i
or plain text/DTF formatted emails, the hyperlink text is replaced with the = |\ e ponferenies wil stait i #5tarTimet: ATimezonst on BStarDatet

hyperlink URL.

Schedule
e Thereis no restriction on the length of the text; however the file must be [Example: The Corference Starts on: #5tanDatedt at #StartTimet)
less than 8.192 bytes. #Durationtt - Duration calculated from the 5 chedule 'wWindow
D‘?le_ Thi:ne HEndD atedt - End Date fram the Schedule Window
. anables:
e Follow these steps to set up a Schedule button: HEndTimett - End Time from the Schedule Window
. #Locationdt - Location from the 5 chedule Window
1' CheCk shOW thls bUtton' #5tartDatett - Start Date from the Schedule "indow
2. Schedule Text and Date Time Variables can be edited and will be WA TS - 1A i (o i el ety

#TimeZonet - Time Zone fram System Time Zone Information

replaced with values from the schedule form as the text is added.

3. The formatting of the Date Time Variables must remain in the
format as shown.

4. Click OK to save the data or Cancel to discard it.

ok Cancel

Figure 2: Schedule

InterCall is a subsidiary
. of West Corparation

INFO@INTERCALL.COM INTERCALL.COM 800.374.2441 3 E



@) CONFERENCING & COLLABORATION

Using Outlook Plug-In in
M e et i n g I nv i t at i ons F Meeting Invitation - Appointment

i Fle Edt Wiew Insert Format Tools  Actions Help  Reservationless dudio  Web Conference

The Outlook Plug-In adds the buttons you have defined ~ |idlsemtsee | 4 0 | Qressrrce, memondess | b X - - @ f)

in the set-up process to the Outlook appointment
window. Clicking on a button adds the text information

Appointment | Scheduling |

Canflicts with another appointment on your Calendar,

Subject: atian, |
to the location and body of the appointment/meeting Lmtml [ I Diakin Numbers):555-555-5555 | Conference Code: 5555555 | v\Jageh“j Hone <
invite. Starttime; | Fri 12/15/2006 v [1zz30am (v [lalday event

End tme: [Fri 12/15/2008 v [Looam v

1.  Open a new appointment.

| Meeting mwtahun|

2. Enter the information you would like to include
in the invite. You do not need to include your
conference access information.

========== CONFEREMNCE ACCESS INFORMATION ==========

Diakln Mumber(s):555-555-5555

3. Select the appropriate button(s) on the Corference Code, 5955659
Collaboration bar. Your conference access
information will be added to the Location field

and the body of the appointment.

Conferencing Services Provided by InterCall I

Go to hittp: M. intercall.com/ for the latest in conference tools

4. Send your meeting invite.

Contacts. ., ] | | [Catsgunss.” ] | | Private [

Using Outlook Plug-In in Emails

E¥ Untitled Message
The OUtIOOK Pluq-ln adds the bUttons yOU have deflned F : i Viewlnsert Format  Tools Table ‘Window Help  Reservationless Audio  Web Conference x
in the set-up process to the Outlook appointment T TR AT .
window. Clicking on a button adds the text information 7o
to the body of the email. ce..,
Subject:
1. Open anew email. =R e -0 -A-B Zu|E== ===l
2. Enter the information you would like to include Email example of  Meeting invitation. 2
in the email. You do not need to include your 3
conference access information. ========== CONFERENCE ACCESS INFORMATION ==========
3. Select the appropriate button(s) on the Menu Zlalin Nurmber(s) 20 oo =2
bar. Your conference access information will be
added to the bottom of your email. ® InterCall Bevond Meeting Expectations
4. |If you selected a schedule button a Schedule
form is presented. #
o Enter the location, start time and end time. g
o Check Reminder and enter the reminder :
time if you would like a reminder prior to
your meeting.
o Check Add this meeting to my calendar if you would like the
meeting to be added to your calendar when you send the email.
o Check Save as Defaults to save the current meeting options as
default values.
o Select OK. The information will be added to your email body.
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To make changes to the schedule information select the Schedule button again, make the changes and
select OK. The email will be updated with your changes.

Send your email. When the email is sent, an iCalendar file containing the schedule information is attached.

Please note: For Outlook 2000 SP3 and 2002 SP3, a security warning will be presented. Select Yes to

continue.

7. When arecipient of the email opens the iCalendar file, it opens as an Outlook meeting notice. The recipient

can respond with Accept, Tenative or Decline.

Removing Outlook Plug-In

If you would like to permanently remove the Plug-In from your Outlook, follow the instructions below to uninstall the

toolbar:

1. Select Add or Remove Programs from your Control Panel.

Select Collaboration Addin for Outlook from the list of installed programs.

2
3. Select Remove and follow the directions.
4

To access the Outlook Plug-In at a later date you will need to reinstall the download.

Outlook Plug-In Limitations and
Known Issues

e Outlook 2000 SP3 and 2002 SP3 will present a security
warning when sending an email that contains schedule
information via the Schedule button. Select Yes to
continue and send the email.

e Outlook 2000 with Word as the editor does not provide the
ability to create command bars on the email form. If you
would like to use the Plug-In in Outlook 2000 emails, you
must configure the email settings to not use Word as the
editor.

o Goto: Outlook = Tools = Mail Format and
uncheck Use Microsoft Word to edit email
messages.

e Logos can only be added to HTML formatted emails. Emails
use plain text or RTF formatting and appointments use the
Logo Text field.

e Outlook 2000 does not support iCalendar files.

o Once downloaded, the Plug-In will create a
vCalendar file in Outlook 2000.

o If you are using Outlook 2000 and receive an
iCalendar file from an Outlook 2002 or 2003 user,
you may not be able to utilize the file to add the
meeting to your calendar.

e Outlook 2000 does not properly support reminders
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o Reminder fields are disabled on the Schedule form in Outlook 2000.
e Under the following conditions two Collaboration Command bars will be shown on an email:

Word is being used as the email editor.

No Word documents are open.

Outlook is opened and the first step taken is to open a new email.

The schedule button is used on the new email and the email remains open (not sent or closed).
Closing the initial email returns the Plug-In to normal operation.

e You may receive an error message as listed below when creating or editing the buttons. Restart your Outlook
browser and your edits and buttons will appear as you created them.

O O O O o
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