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Audio Control Panel 3.0 for Express Conferences

As an industry first, Encounter Collaborative's Audio Control Panel provides an integrated web page
for both its audio and web conferencing solutions. Encounter's Audio Control Panel gives you all the
functionality of an operator-assisted call without the cost. This user guide walks you through how to
access and use Audio Control Panel for Express conferences.

Why should you use Audio Control Panel for Express Conferences?

This simple but powerful interface gives you the ability to control your conference calls from
any web browser. With the Audio Control Panel, you will be able to control such functions as:

- Mute and Unmute participants

- View the name, number and physical
location of the participants that are
connected to your conference
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Audio Control Panel 3.0 for Express Conferences

Accessing Audio Control Panel

Follow these easy steps to access Audio Control Panel

.. Go to www.encounter.net
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Audio Control Panel 3.0 - Contacts & Group Dial Out

The Express Audio Control Panel Interface

At-a-glance features of the Express Audio Control Panel

.- NEW! Choose between

- Move attendees from music-on-hold and in to the live conference ‘List View’ and ‘Map View’
- Lock and unlock the conference NEW!
.- Cancel attendee questions - Add Contacts and Dial Groups

- End the call with the click of one button
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- NOTE: Enhanced Audio and Recording functions
need to be scheduled in advance for Broadcast
conferences
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Audio Control Panel 3.0 for Express Conferences

Map View

.2 Click on the Map View tab to view the location
where your Presenters and Participants are dialing
from.
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- Use the Map Key to learn the status of Presenters and Participants
who have dialed into your conference.
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Audio Control Panel 3.0 for Express Conferences

Map View

- Use the Navigation Key to zoom in on the location of your
Presenters and Participants.
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Audio Control Panel 3.0 for Express Conferences

Taking Questions from Map View

From the Map View, Presenters can accept questions from Participants (just as they
can in the List View).

- When a Participant has a question, the
Raised Hand icon will appear

- Right-click the Raised Hand icon to view information about the Participant
and accept their question
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Audio Control Panel 3.0 for Express Conferences

Dial out to an Individual

What is Dial-Out?

Traditionally, participants have attended a telephone conference by picking up the phone
and dialing into a conference number, then entering an access code to connect to the call.
With dial-out, participants actually receive a phone call from the conference and connect by
responding to a recorded message. There are several benefits to using dial-out, whether

it is to an individual or to a group:

- It is a way to ensure that participants do not miss the conference by simply
forgetting to call in.

.. It is convenient for participants. Because the conference calls out to them, it is
not necessary for participants to keep track of a call-in number or access code.

.- Dial-out allows the host to better control attendance - if everyone will be connected
via dial-out, the host may choose to withhold dial-in information

.- Monitoring call connections is made easier, because all participants connected
via dial-out are given a name/ label

Open Dialout Panel

To call someone from the Audio Control Panel, simply press the Show Dialout Panel button on
the Audio Control Panel interface.
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Audio Control Panel 3.0 for Express Conferences

Dial out to an Individual

@ Enter Information

Enhanced Audio OFF Racording ON

Dial Individual

Hide Dialout Panel

Enter a name: Bob Smith

Dial a number:

t* 503-321-0117 | e et this?
Comty  Uyesmes ¥
ol asd @ Presenter O Participant

The Dial Individual dialogue box will open at the
bottom of the Audio Control Panel.

:: Enter the Name of the person you want to call.
The name you enter will appear in the Audio
Control Panel

.- Select if you want this person to join the
conference as a Presenter or Participant

.. If you are dialing someone outside the United
States, select the Country you will be dialing to.

When selecting a country other than the United
States, Audio Control Panel will populate the
correct country dialing code in the control panel
interface.

.- Enter the area code and telephone number of
the person you wish to call in the number field.

You may also enter the telephone extension if you

are not dialing direct to someone.

:: Select the Call button to start the dialout process.

. After you begin the dialout process, you will see

the Dialout Status of your call. From this section,
you can:

_____________________________________________________

Hame Humber Status
‘”“ Bok Smith 1 5033210117

>> Cancel the dial out
>> View successfully completed dialouts
>> Retry unsuccessful dialouts
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Audio Control Panel 3.0 for Express Conferences

Dial out to an Individual

Successful Dialout

There are several indications that appear on the Broadcast Audio Control Panel which
illustrate a successful dialout. Those indications are:

.- Connection appears in either the Presenter
or Participant section (as indicated from
previous step)

.- Dialout number and entry type indicated in
lower left corner of Audio Control Panel
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Audio Control Panel 3.0 for Express Conferences

Call Activity Reports

.. Click the Reports tab to access Call Activity Reports
for your conferences. You have the option to Print or
Email the report.
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Encounter Conference Activity For 866-295-5733

Presenters: 4

Marne Caller # Start Time End Time Duration
S503-416-0222 6/15/2006 2:50:05 AM 171 min
503-416-0222 6£/15/2006 2:53:02 AM 162 min
S03-415-0222 &/15/2006 9:08:05 AM 6/15/2006 9:14:48 AM & rmin
Bob Smith 503-321-0117 6/15/2006 10:01:56 &AM 6/15/2006 10:02:17 AM 1 min
Enhanced Audio OFF Bt Presenter Duration 346 mins

Participants: 3

= — Name Caller # Start Time End Time Duration
|85 41503 4160222 oned .2 prescrir S03-416-0222  6/15/2006 8:52:25 4M 163 min
503-416-0222  6/15/2006 8:51:31 AM 170 min

503-416-0222  6/15/2006 8:50:48 AM 171 min

Participant Duration 510 mins

Total Duration 856 mins
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