BroadData Unified Meeting

Participant Invitation Options

With Unified Meeting you have several different, easy-to-use Participant invitation options:

e Microsoft Outlook — When you install the Unified Meeting client you have the
option of including an Outlook Calendar Tool. Use the integrated Unified Meeting
Outlook button to schedule Unified Meetings and invite your Participants.

e Unified Meeting Client — If you want to schedule your Unified Meetings using the
Unified Meeting desktop client, the scheduling wizard will create and send
Participant invitations for you.

e Unified Meeting Web Site — For on-the-fly Unified Meetings or if you don’t want to
use Outlook or the Unified Meeting Client to schedule meetings, simply direct your
Participants to go to one of the following and click on Join A Meeting:

0 http://broaddata.conferencing.com/um/ (if you are a pay per minute
customer)

0 http://broaddataweb.conferencing.com/umgo/ (if you are an unlimited use
monthly cost named user customer)

o0 The Unified Meeting URL from your Welcome Email (if you have a branded
unlimited use named user site)

e Unified Meeting Quick Invite - You can quickly invite Participants to your Unified
Meetings using the Quick Invite feature during a Unified Meeting. After you have
initiated a Unified Meeting, click on Quick Invite and follow the prompts to have the
Unified Meeting service send an immediate email invitation to Participants.

e Instant Messenger — You can quickly invite Participants to your Unified Meetings
using an instant messenger. Unified Meeting is fully integrated with a variety of
instant messenger programs. After you have initiated a Unified Meeting, click the
Meeting drop-down and select Meeting Options then click Instant Messenger and
the corresponding check boxes to invite Participants with the instant messenger of
your choice.

See the following pages for detailed descriptions of each option.
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Microsoft Outlook

WHEN YOU INSTALL THE UNIFIED MEETING CLIENT YOU HAVE THE
OPTION OF INCLUDING AN OUTLOOK CALENDAR TOOL. USE THE
INTEGRATED UNIFIED MEETING OUTLOOK BUTTON TO SCHEDULE

UNIFIED MEETINGS AND INVITE YOUR PARTICIPANTS WITH MICROSOFT

OUTLOOK

Open an appointment time in your Outlook Calendar, then click Unified Meeting.
The meeting access information will appear in the body of the appointment.

Your Outlook meeting invitation will be automatically populated with meeting
access links for you and your participants.
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To join the meeting, the Moderator and Participants click their respective links in
the meeting invite.

Unified Meeting will prompt Moderators and Participants to enter their telephone
numbers to be automatically dialed or choose to dial into the meeting.

Unified Meeting then dials out to both moderators and participants to begin the
meeting if the Dial Me Now option is selected.
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Unified Meeting Client

The Unified Meeting desktop icon @ is automatically populated in your taskbar when you
install the Unified Meeting application.
| |6 = @ 11:45 am
1 To schedule a Unified Meeting and invite

participants, right click the Unified Meeting desktop icon &2 1ocated in your
taskbar and select Enter Conference Manager. A browser window will open with
your Unified Meeting interface.
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2 To see a list of your scheduled meetings, expand the Conferencing section of the
left panel, and then click Scheduled Meetings.
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3 Click Schedule A Meeting to start the Schedule A Meeting wizard. Complete the
5-step wizard to schedule your Unified Meeting and send participant invitations.
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4 Participants will receive an email invitation with a join link and dial-in information.

Unified Meeting Invitation

When:  Thur. Apr. 29, 2010 05:053 PM Eastern Time (US and Canada) (Daylight savings
time GMT -04:00)

To JOIN the meeting and be automatically dialed, click here.

If you do not already have the Unified Meeting application, click here to install.
(required for presenter capabilities andfor deskitop wideo)

Not on the weh?

Telephone-0OMLY access:

1. Dial the toll free nurmber ar the number closest to your location (see list
below)

2. Enter the conference code: 50272196904

3. If you are the moderator, enter your leader PIN

Click here for 24%7 Technical Support telephone numbers |

Conference Dial-In Telephone Numbers:

United States - Tolf Free: (388) 861-0193
- Toll (206) 445-0109 =
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Unified Meeting Web Site

Use the Unified Meeting web site for on-the-fly Unified Meetings if you don’t want to use
Outlook or the Unified Meeting Client to schedule meetings.

Simply direct your Participants to go to one of the following:

e http://broaddata.conferencing.com/um/ (if you are a pay per minute customer)

e http://broaddataweb.conferencing.com/umgo/ (if you are an unlimited use monthly
cost named user customer)

e The Unified Meeting URL from your Welcome Email (if you have a branded
unlimited use named user site)

and click on the Join A Meeting button
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Unified Meeting Quick Invite

You can quickly invite Participants to your Unified Meetings using the Quick Invite feature
during a Unified Meeting.

1 Once you have installed Unified Meeting, click the desktop icon & in your taskbar
and select Start Meeting.
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2 Click the Quick Invite button
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email addresses on the right and then click Invite
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4 Participants will receive an email invitation with a join link and dial-in information.

Unified Meeting Invitation

When:  Thur. Apr. 29, 2010 05:03 PKM Eastern Time (US and Canada) (Daylight savings
tirne GMT -04:00)

To JOIN the meeting and be automatically dialed, click here.

If you do not already have the Unified Meeting application, click here to install.
(required for presenter capahilities andfor deskitop video)

Not on the weh?

Telephone-OMLY access:

1. Dial the tall free number ar the number closest to your location (see list
below)

2. Enter the conference code: 50272196908

3. If you are the moderator, enter your leader PIN

Click here for 24%7 Technical Support telephone numbers |

Conference Dial-ln Telephone Numbers:

United States - Tolf Free: (383) 261-01498
- Toult (206) 445-0109 =

|2



Instant Messenger

You can quickly invite Participants to your Unified Meetings using an instant messenger.
Unified Meeting is fully integrated with a variety of instant messenger programs.

1. Once you have installed Unified Meeting, click the desktop icon @ in your
taskbar and select Start Meeting.
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Help
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2. Click the Meeting drop-down menu and select Meeting Options.
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3. Click Instant Messenger, then the corresponding check boxes to integrate
with Windows Live Messenger and/or Microsoft® Office Communicator.
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Features st be signed info Windows Live Messenger
Microsoft® Oifice Communicator
General To see your Office Commuricatar contacts in the Urified
Mesting, pou must be signed into Microsalt Office Communicator,
Voice [] 1EM® Lotus® Sametime®
To see your Samefime contacts in the Unified Mesting. provide
a0 your Lotus Sametime sign in detals below.
Alerts Host Server: [
User D: |
g -
Instant
Messenger
Set my instant messenger status to “In & call’ when meeling starts. (Does
nat apply o Sametine]
Restore Defaults oK | Cancel Apply

4. To integrate with Lotus Sametime, check the corresponding box and enter
your host name, communication port, user ID and password. Click OK to save
the setting.



Log lin to Sametime

Welcome to Sametime
Flmases anbar your usemane and passward For the default Sametime communky,

Community: tar-dotus
Lser name: [ user

Basaword: Hnasead

Note: Your instant messenger program must be running while performing the instructions above

and to send invites to your Unified Meeting participants.



