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CREATING AN INSTANT CONFERENCE

1) Click on Conferences ~

|4 calls | -7 Presence

4 Conferences

2) Click on Creatg\
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4) Click on Instant Conference
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5) See your Regenerate PIN, press Next

<o | [ ] e | |
Note: It is important to remember your Regenerate PIN as you will need to give it to the
contacts you would like to join in on the Conference

6) Click Add Unspecified Participants

© Add New Conferanca El

&  kristiLeFore 209

chack || mests |[ concd [ nep |

7) Enter the amount of Participants you would like to join in on the conference
(Example: 3), then click next.

Add New Conference X

Add Unspecified Participants

Specify the number of unnamed partcipants that you wish to reserve comnetions for and
click Nest

Fleserve d Connections: [3 j (Max 15)

<gack |[tens | consl | e |
Note: The amount of Participants you enter will be the maximum amount that will
be able to join in on the Conference.
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8) See spots in Reserve, Click Next

Add New Conference gl

Conference Parficipants

Click on one of the options below to add new paticipants of confersnce raoms. Click Next
vhen complete.

- Add a new Participant

< Add a new Conference Room

» Add Unspecified Parficipants

Connections Available: 12

[ Mame [ Mumber
& Kristi LePore 208
fo Reserved Unspeciied
% Reserved Unspecified
fo Reserved Unspecified
<gack | meds | comel | b |

9) Click Send Email Notification, then click Next

10) Click Finish

Add New Conference gl

Ermail Motification

Check the baox if you want to send an email ta all the participants with email addresses giving
them all the details about the conterence:

¥ & end Email Mofiication

[ ame: [ address
8 risti LePore Kepore@natgteleca. ..

< Back | Mext = Cancel | Help |

Add New Conference

“erify the Conference Setlings

The conference will be configured with the following parameters

Conference
Hame, Kiisti LePore
Organizer, Kiisti LePore
FIN: 10315
Statt Immediately

Conference Access
Extemal: +1 [E04) 5134068
Internal: 423

Participants
Kristi LePore
Erystle Mootebos

< Back | Einish Cancel | Help |
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11) Click send for the notification to be emailed to you

O e

5 - - - =

Note: You can enter in the email addresses of the Conference Calling
Participants for this notification to be sent to them as well as yourself (Or you can
simply forward the notification to them once you have received it)
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CREATING A SCHEDULED CONFERENCE

1) Click on Conferences ~

|4 calls | 7 Presence || %2 Conferences
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2) Click on Create
N\
]
L) — |[
| Organizer | Start | End

2 History
53 Schedhed

3) Enter in the Name of the Conference, then press next

Add New Conference 3]

4) Click on Scheduled Conference

| e R e S
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5) Enter the start and end time of the conference, then click Next

Add New Conference &‘

Conference Date and Time

Select start and end date and time of the Conference,

Stat Time: | Higf20i0 v [inoooam =

End Time: [#4r16z000 =] [inaoiooam =

<pack [ bext> concel | e |

6) Enter the amount of time you would like to give Participants to call in before
Conference begins, then click Next

Add New Conference El

Reserve Time
The Rleserve time is the interval before the statt ime of the conference that the ports

[eonnections] wil be made avalable for paticipants to connect. If no participants connect,
the ports wil only remain available for this period after the start time

Reserve time: j [rinutes)

< Back | Mext = Cancel | Help |

1) See your Regenerate PIN, press Next

Add New Conference El

Configure Conference Security

Use this sscurity number to enter the confersnce.

Conferance Entry

PIN: Regenerate PIN

Conference Recording

< Back | Mext = I Zancel ‘ Help |

Note: It is important to remember your Regenerate PIN as you will need to give it
to the contacts you would like to join in on the Conference

North American Telecommunications Group
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7) Click Add Unspecified Participants

\

® Add New Conference

Conference Participants

Click on one of the options belov to add new participants or conference ooms. Click Next
when complete

< Add anew Participant

» Add a new Conference Room

X

Add Unspecified Participants

Connections Available: 15

Mame

& Kristi LePare

Murnber
209

8) Enter the amount of Participants you would like to join in on the conference

(<ot ) [(woes )[[conenl ][ o0

(Example: 3), then click next.

Add New Conference

click Mest.

Note: The amount of Participants you enter will be the maximum amount that will

Add Unspecified Participants

Specify the number of unnamed participarts that you wish to reserve connections for and

Reserved Connections: [ =] (Max15)

X

< Back ‘ et > Cancel |

Help |

be able to join in on the Conference.

9) See spots in Reserve, Click Next

Add New Conference

Conference Parficipants

Click on one of the options below to add new paticipants of confersnce raoms. Click Next
vhen complete.

- Add a new Participant

X

< Add a new Conference Room

< Add Unspecified Participants

Connections Available: 12

[ Mame [ Mumber
& Kristi LePore 208
fp Reserved Unspeciied
% Reserved Unspecified
fo Reserved Unspecified
<gack | meds | comel | b |
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10)Click Send Email Notification, then click Next

<psk |[[wets | caxe uuu||

11) Click Finish

Conference Access
Extesnst 1
Inipnat 424

(504) 5134060

isti LePose.

< Bk | = I Corcel Help

12) Click send for the notification to be emailed to you
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Conference Access
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nalz + 1 {604) 5194068

-l L nies m— [P
Note: You can enter in the email addresses of the Conference Calling

Participants for this notification to be sent to them as well as yourself (Or you can
simply forward the notification to them once you have received it).

‘\\/A 7"'_‘ North American Telecommunications Group
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13) Under your Conference tab, click on Scheduled to view your upcoming

Conferences

B My Cononences |

. Calls " Presence % Conferences
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My Corde _ -
- i [ ] =] es [H10 2 W
) Hisory [ Corternrca [ Dagarses [ Stk [ Eret |
o7, | Bt LePons. Yrish LePose ANEAMOIZI00P  AAE2010 10000PM

North American Telecommunications Group
For Service: 604-856-9155 / service@natgtelecom.com

Page 10 of 17



Page 11 of 17

CREATING A RECCURING CONFERENCE

1) Click on Conferences ~
| calls | -7 Presence || “% Conferences
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4) Click on Recurring Conference

I e R |
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5) Enter the start and end time and the effective from and to date of the conference,
then click Next

Add New Conference @l

Conference Date and Time

Select start and end date and time of the Conference.

Sitart Time: [Maoonam = EndTime: [1ziooooem =
Effective from. | 4162010 | w [ 4pgzonn |

<pack ‘ Wext > @ Help

6) Choose when you would like the Conference to recur

[Add New Conference &‘

Scheduled Conference

You are creating a scheduled Conferance. Do you want to scheduls a recurting
Conference?

5 Wieekidays

5 Every n-th day

> wieekly

 Manthly

 Monthly {specified days of the week)
> vearly

5 early (specified days)

< Back | Mexk > Cancel Help

7) Enter the amount of time you would like to give Participants to call in before
Conference begins, then click Next

Add New Conference &‘

Reserve Time
The Rieserve time is the interval before the start time of the confersnce that the parts
(eannectiorrs] wil be made available for participants to comnect, |f no participants conrect,

the ports wil only remain avaikable for this period after the start e

Fieserve time = imivute)

<pack | et > Ee Help
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8) Make a note of your regenerate PIN

<o |[Coas ] e | [t |
Note: It is important to remember your Regenerate PIN as you will need to give it
to the contacts you would like to join in on the Conference

9) Click Add Unspecified Participants

\ © Add New Conferanca rz|
1o 3 rew pascpants o conduence o, Cick Hew

ERIEETE IR

10) Enter the amount of Participants you would like to join in on the conference
(Example: 3), then click next.

Add New Conference &‘

Add Unspecified Participants

Specify the number of unnamed participarts that you wish to reserve connections for and
click Nast

Reserved Connections: |3 j [Max15)

< Back HNEXT‘ ] | Help |
Note: The amount of Participants you enter will be the maximum amount that will
be able to join in on the Conference.

‘\\/A 7"'_‘ North American Telecommunications Group
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11) See spots in Reserve, Click Next

13) Click Finish

Add New Conference gl

Conference Parficipants

Click on one of the options below to add new paticipants of confersnce raoms. Click Next
vhen complete.

- Add a new Participant

< Add a new Conference Room

< Add Unspecified Participants

Connections Available: 12

[ Mame [ Mumber
& Kristi LePore 208
fo Reserved Unspeciied
% Reserved Unspecified
fo Reserved Unspecified
<gack | meds | comel | b |

12) Click Send Email Notification, then click Next

Add New Conference El

Ermail Motification

Check the box if you want to send an email to all the participants with email addresses giving
them all the: details about the conference.

¥ Eend Emai o

Hame: [ address [
B KristiLePore Kepore@natgteleco...

< Back | Mext > Cancel | Help |

Add New Conference

Werlfy the Conference Setftings

The conference will be configured with the following parameters

Conference
Kristi LePore
Drganizer Kristi LePore
FIN: 110315
Start Immediately

Conference Access
Extemal: +1 (604] 5194068
Internal: 423

Participants
Kristi LePore
Erystle Nootehos

<geck [ emsh Cancel Help

North American Telecommunications Group
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14) Click send for the notification to be emailed to you.

\\ 9 B« ¥ |- Conference: Kristi LePore - Meeting x
Meeting Insert Format Text Add-Ins ‘Q)
‘2] calendar & [ Address Book 5 showas: | busy 40 @ Elj & %
K Delete 8./ Check Names e 7
Carfel Appointment|Scheduling | Meeting 4 Reminder: None - Recurrence Time Categorize
Invitfition e Forward ~ Workspace 4 Responses » Zones - 4
Actions Show Attendees Options
ations have not been sent for this meeting, ‘
|t Lepore |
Subject: | Conference: Kristi LePare ]
Location: ‘CanErEn[E v‘
Start time: | Fri 4/15/2010 v| [1zzaemm v Cdanday event
End time: | Fri 4/15/2010 v| [1aaem ¥
x|
‘You have been invited to the conference 'Kristi LePore' occurring on 4/16/2010 from 12:30 pm to 1:00 pm. -
Conference: Kristi LePore
* Organizer: Kristi LePore
* PIN: 165111
* Reserve Time: 10 minutes
= Start Date/Time: 4/16/2010 12:30:00 PM
* End Date/Time: 4/16/2010 1:00:00 PM
Conference Access =
* external: +1 (604) 5194068
* Internal: 429
Participants
* Kristi LePore (Qrganizer)
|

2l

& dntheOffices  Gehedule: 0 <click to enter presence notes

Note: You can enter in the email addresses of the Conference Calling
Participants for this notification to be sent to them as well as yourself (Or you can

simply forward the notification to them once you have received it)

15) Under your Conference tab, click on Scheduled to view your upcoming

Conferences

|2 calls | -7 Presence | ©& Conferences

fﬂ My Canferences I

S peet Now 4 Cieale

& s Cotereees T oo =] oo [0 =] B
2 Hi Confersnce: [ rganizer [stat [End
.:\' Kristi LePore Kristi LePore. 4A6/20101:30:00 PM 4/16/2010 2:00:00 P4
.:\' Kristi LePore Kristi LePore. 4419/20101:30:00 PM 4/19/2010 2:00:00 P4
.:\' Kristi LePore Kristi LePore. 4420/20101:30:00 PM 4/20/2010 2:00:00 P4
.:\' Kristi LePore Kristi LePore. 44217200 1:30:00 PM 4/21/2010 2:00:00 P4
.:\' Kristi LePore Kristi LePore. 4422/2001:30:00 PM 4/22/2010 2:00:00 P4
.:\' Kristi LePore Kristi LePore. 4423/20101:30:00 PM 4/23/2010 2:00:00 P4
.:\' Kristi LePore Kristi LePore. 4/26/20101:30:00 PM 4/26/2010 2:00:00 P4
.:\' Kristi LePore Kristi LePore. 44272010 1:30:00 PM 4/27/2010 2:00:00 P4
.:\' Kristi LePore Kristi LePore. 4/28/20101:30:00 PM 4/28/2010 2:00:00 P4
.:\' Kristi LePore Kristi LePore. 4429/20101:30:00 PM 4/29/2010 2:00:00 P4
.:\' Kristi LePore Kristi LePore. 4430/20101:30:00 PM 4/30/2010 2:00:00 P4

Conference Access:
External: +1 {604) 5194068
Internal: 422
My PIN: 536417

Conference Connections:
Total: 16
Avallable: 18
Reserved: 0

& dnthe Officer  Schedule: Off 2 <click to enter presence note>

North American Telecommunications Group
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JOINING A CONFERENCE CALL

1) To have a Patrticipant join in on the Conference they will need to call the
Conference Access Number (which will be included in the email)

Conference: Kristi LePore

* Organizer: Kristi LePore

* PIN: 491158

* Reserve Time: 10 minutes

* Start Date/Time: 4/16/2010 11:52:00 AR
* End Date/Time: 4/16/201012:02:00 PM

Conference Access
* External: +1 (604) 5194063
* Internal: 429

Participants
* Kristi LePore (Organizer)

2) The participant will then enter the PIN number to join

/

Conference: Krighi LePore

* Organizer: Kglsti LePore

* PIN: 491158

* Reserve Time: 10 minutes

* Start Date/Time: 4/16/2010 11:52:00 AN
* End Date/Time: 4/16/2010 12:02:00 PM

Conference Access
* External: +1 (604) 5194065
* Internal: 429

Participants
* Kristi LePore {Organizer)

North American Telecommunications Group
For Service: 604-856-9155 / service@natgtelecom.com
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NORTH AMERICAN TELECOMMUNICATIONS GROUP

Abbotsford Head Office

1919 Sumas way
Abbotsford, BC V2S 4L5
Phone: 604.856.9155 / 604.853.6699 Toll Free: 1-877-856-9155
Fax: 604.856.9246 / 604.853.6342

Email: service@natgtelecom.com

Vancouver Office

9-1585 Cliveden Avenue
New Westminister, BC V3M 6M1
Phone: 604.526.2129 Toll Free: 1-877-856-9155
Fax: 604.526.5972
Email: service@natgtelecom.com

Victoria Office

Phone: 250.361.4696 Toll Free: 1-877-856-9155
Fax: 604.853.6342
Email: service@natgtelecom.com

North American Telecommunications Group
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