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Pour organiser votre téléconférence, procédez comme suit :

1. Indiquez aux participants a votre téléconférence toutes les informations qu'ils ont besoin de connaitre.
(Nous vous suggérons de leur envoyer un e-mail - ou bien pourquoi ne pas utiliser le Programmateur en
ligne ?)

Pour participer a une téléconférence, ils ont besoin de connaitre les éléments suivants :

¢ L'heure a laquelle ils doivent se joindre a la téléconférence

¢ Votre numéro Powwownow

¢ L'ldentifiant de votre société (pour les participants qui composent le numéro d'accés a l'international)
¢ Le code de votre participant.

n

Effectuer I'appel :

* A I'heure convenue pour commencer la téléconférence, composez le numéro Powwownow

¢ Si vous composez un huméro a l'international, on vous demandera un Identifiant de société

¢ On vous demandera votre code, puis votre nom.

¢ Si vous étes la premiére personne a arriver sur la téléconférence, vous entendrez de la musique.

Au fur et a mesure de |'arrivée des autres participants sur la téléconférence, leurs noms seront annoncés.
Lorsqu'il y a au moins deux personnes sur la téléconférence, vous pouvez commencer a parler !

Pour terminer une conférence:

Lorsque votre téléconférence est terminée, il vous suffit de raccrocher. Au fur et 8 mesure que chaque
personne raccroche, son nom est annoncé. Lorsque la derniére personne a raccroché, la conférence
téléphonique est terminée.

@
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Commandesienicoursidelconterence

En cours de conférence, les commandes suivantes sont disponibles :

# =  Sauter Intro Durant le message de bienvenue, appuyez sur # pour sauter la lecture du code.
Appuyez a nouveau sur # pour sauter ’enregistrement du nom et vous placer sur la
téléconférence. Veuillez noter que si vous sautez I’enregistrement de votre nom,
lors de I’appel des noms des participants a la téléconférence, votre nom sera lu
comme « participant n », n étant votre numéro de participant, par ex., « participant
5 ».

#6 = MODE SILENCE. En composant le #6, un individu peut activer et désactiver la fonction silence pour
son propre combiné. Cela est trés utile si vous vous trouvez dans un lieu bruyant.
Avec le mode silence, vous pouvez entendre le reste de la conférence mais les
autres participants ne peuvent rien entendre en provenance de votre combiné.
Composez a nouveau le #6 pour rétablir la communication.

#1= NOMBRE DE Cette commande vous permet de connaitre le nombre de personnes présentes a
PARTICIPANTS. votre conférence téléphonique.
#2 = APPEL. Vous réentendrez tous les noms enregistrés a I'arrivée des participants. Tous les

participants entendront le nombre de personnes et I'appel.

#3 = BLOCAGE. Cette commande vous permet de bloquer et débloquer une conférence
téléphonique. En bloquant une conférence téléphonique, vous empéchez qui que
ce soit d'autre de s'y joindre. Les participants jouissent ainsi d'une totale
tranquillité d'esprit si des sujets sensibles sont abordés et vous évitez toute
interruption inutile.

## = SILENCIEUX TOTAL Cette commande permet a la personne présidant la séance d’activer et de
désactiver la fonction de silencieux de tous les participants.

#7 = APPEL PRIVE Cette commande permet a la personne présidant la séance d’entendre qui
participe a cette derniére sans que les autres participants ne I’entendent.

#9 = NOMBRE DE Cette commande permet a la personne présidant la séance d’entendre combien de

PARTICIPANTS PRIVE personnes participent a cette derniére sans que les autres participants ne
I’entendent.
#8 = ENREGISTRER Cette fonction vous permet d’enregistrer une téléconférence. Pour commencer a

enregistrer, appuyez sur #8. (On vous demandera de le confirmer en appuyant sur
1). Pour arréter I’enregistrement et le sauvegarder, appuyez a nouveau sur #8 et
confirmez ou raccrochez simplement votre combiné.

Pour récupérer vos enregistrements sauvegardés, connectez-vous a MyPowwownow et allez aMes Enregistrements
sous l'onglet 'Mes Commandes de Conférence'

Vos enregistrements sauvegardés apparaitront ci-dessous quelques minutes apreés la fin de votre appel, et seront
identifiés par la date et I’heure de la téléconférence. Ici, vous pouvez écouter les enregistrements ou les publier et
les partager avec qui bon vous semble.

Nous conserverons les enregistrements pendant 60 jours, ou jusqu’a 6 mois si vous les avez publiés.
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Mereging Yeur Asseumi

To enter your login page:
e Log on to: http://customerservice.powwownow.com .

¢ On the Customer Login screen enter your Username and Password (note that these are both
case-sensitive and the username and password should be entered exactly as shown on the Excel
document containing your account details).

Maintenance

Customer
¢ Gives a general overview of your Powwownow account.

Dial-in
e Lists all the dedicated dial-in numbers allocated to your account.

Premium PIN
¢ Provides a list of all allocated PINs and allows you to update existing PINs and create new ones.

TO ADD A PIN

¢ Click Add New Premium PIN on the bottom right corner of your screen. You will be taken to a new
screen where you will be asked to fill in your new PIN holder’s details.

¢ All fields marked as bold are mandatory.

¢ You will need to enter the following details for each new PIN holder:

- Title: the title of the person the PIN is allocated to.

- Middle Initials: the middle initials (if any) of the person the PIN is allocated to.

- First Name: the first name of the person the PIN is allocated to.

- Last Name: the last name of the person the PIN is allocated to.

- E-mail: the email address of the person the PIN is allocated to.

- Requested PIN: for use by the chairperson of the meeting.

- Participant PIN: for use by other conference participants. If the Requested PIN or Participant
PIN fields are left blank, the system will generate PINs automatically. If the PIN you choose
has already been allocated, you will be told that it is a duplicate and be prompted to enter
a replacement.

- Password: for the use of Showtime web conferencing.

- Confirm Password: confirms the password entered in the previous field.

- Company: the company the new PIN holder is working for.
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- Country: the country the new PIN holder is based in.

- Preferred number: the new PIN holder’s telephone number.

- Mobile number: the new PIN holder’s mobile number.

- Fax number: the new PIN holder’s fax number.

- Website: the website of the new PIN holder’s company.

- Business category: the business category for the new PIN holder’s company.

- Employs: the approximate number of employees within the new PIN holder’s company.
- Locations: the number of offices the company has.

- Usage: the estimated amount of minutes the new PIN holder will use their PIN for.
- Source: the name of the person who created the PIN.

- How heard: how the new user came to hear about Powwownow.

- Additional info: any other relevant information.

e When you have finished entering the PIN information, choose Add to save the information. You will be
taken to a new screen where you will be able to amend the newly created PIN.

- PIN Description: The Description of the PIN allocated.
- Active: Allows you to deactivate the PIN so that it can no longer be used.
- PIN Type:

- Premium: Will set the PIN so that all participants entering the conference will be able to
participate in the call.

- AudioCast: Will set the PIN so that only people entering the Chairperson PIN will be able
to speak, and those entering the Participant PIN will enter the conference muted.

- Voice: Allows you to enable/disable the PIN for voice conference.
- Screenshow: This shows whether the PIN is enabled or not for Screenshow web conferencing.
- Chairman Present:

- Throughout: the conference will not start until the Chairperson joins and will be terminated
when the Chairperson hangs up.

- Start: the conference will not start until the Chairperson has arrived.

- Optional: means the conference can start without a Chairperson and can continue after
the Chairperson hangs up, i.e. the Chairperson does not need to be present at all. If a
participant arrives on the conference before the Chairperson and Chairperson Present

has been selected as ‘Throughout’ or ‘Start’, they will be put on hold and then introduced
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to the conference one at a time as soon as the Chairperson has joined.

- Chairperson Control Only:
- NO: All participants have access to the in-conference controls.

- YES: Only the Chairperson has access to the in-conference controls (excluding ‘Private
Mute’ which is available to all participants).

- Announcement:

- None: Will not play an announcement.

- Entry: Will play an announcement on entry only.

- Entry & Exit: Will play an announcement on entry and exit.
- Exit: Will play an announcement on exit only

- AnnounceType:

- Name: Will play a participant name on entry/exit.

- Tone: Will play a tone on entry/exit.

- Play Participant Count:

- On to all: Will play a participant count of the people who are already on the conference.

- On to Chairperson: Will play a participant count of the people who are already on the
conference, to the Chairperson only.

- Off to all: Will not play a participant count.
- Entry/Exit Announcement:
- On to all: Will play an announcement when callers enter/exit the call.

- On to Chairperson: Will play an announcement when callers enter/exit the call, to the
Chairperson only.

- Off to all: Will not play any announcements.

- Freephone:

- Greyed out: Means that you are not subscribing to our range of Freephone numbers.
- Enabled: Allows you to enable the PIN for use on Freephone numbers.

- Disabled: Allows you to disable the PIN for use on Freephone numbers.

- Geographic:

- Greyed out: Means that you are not subscribing to our range of geographic numbers.
- Enabled: Allows you to enable the PIN for use on geographic numbers.

- Disabled: Allows you to disable the PIN for use on geographic numbers.
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e When you have finished entering the PIN information, choose Update to save the information

TO UPDATE A PIN

e Click on the details link for the PIN you wish to update. This will take you to the Premium PIN Details
screen. From here, you can simply update all the details of the PIN.

¢ To finish, click Update and the details will be saved.

User

¢ Displays your login details.

¢ You can change your login password for the customer screen by clicking on details and filling in the New
Password field and clicking on the Update button.

Conference & Calls
¢ Allows you access to reports which detail calls made on particular dates.

e Amend the From Date/Time and To Date/Time fields to target the data for the report required.
* The Report Level field is split into three options:

- Summary By Service: will give you top-line information for the dates entered: date, number
called, total minutes and total conferences.

- Summary By Dial-in: will give you top-line information for the dates entered: date, number
called, total minutes and total conferences.

- Detail: breaks down each call into exact conference details, including PIN used and duration of
each call.

¢ By clicking on Show Me, it will run the report relating to the dates entered.

¢ This report also allows you to search for a particular user’s phone call. You can do so by inputting
the user’s telephone number in the CLI field prior to clicking on Show Me.

Registrations
¢ Allows you to generate a report of all PINs created to date or within a definite period of time.

e Amend the From Date/Time and To Date/Time fields to target the data for the report required.
¢ The Usage field is split into five options:

- Both have and haven’t used: this will show you a list of all registered PINs and users, including
total minutes usage, the date the PIN was last used on and creation date.

- Have used only: this will show you a list of all registered PINs and users that have been used so
far, including total minutes usage, the date the PIN was last used on and creation date.

- Have not used only: this will show you a list of all registered PINs that have not yet been used.

- At least: this will show you a list of all registered PINs having been used for at least X amount

Powwownow



Let’s get it done

GUIDEIDZUMIEISATION

of minutes.

- Less than: this will show you a list of all registered PINs having been used for less than X amount
of minutes.

¢ The Most recently used since and But before fields allows you to arrange your search to view PINs
usage over a period of time.

¢ By clicking on View Users, it will run the report relating to the dates entered.

Powwownow


http://www.tcpdf.org

