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Audio Control Panel 3.0 - Contacts & Group Dial Out

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 Broadcast conferences.

Why should you use Audio Control Panel for Broadcast Conferences?

This simple but powerful interface gives you the ability to control your conference calls from
any web browser. Encounter’s Audio Control Panel allows you to:

- Move Participants from music-on-hold .. Access Audio Control Panel from a web
into the live conference page or from the Microsoft Office Live
Meeting console
- Mute and Unmute participants
- View attendees either by List View

. Dial out to attendees directly from or Map View
Audio Control Panel, bringing last minute
invitees into your conference - Dial out to Groups directly from Audio @
Control Panel, bringing last minute
.- Conduct live Q&A sessions invitees into your conference

- 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 - Contacts & Group Dial Out

The Broadcast Audio Control Panel Interface

At-a-glance features of the Broadcast 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

= | hitp:ffbeta2.eZc.com - Control Panel - Microsoft Internet Explorer
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- View location, number, connection start time, status and duration of
presenters and participants
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status On/Off )
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conferences
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Audio Control Panel 3.0 - Contacts & Group Dial Out

Benefits of Using Encounter’s Dial Out Features

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 and label
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Dial Out to Groups

Dialing Out to Groups

The conference host can use Audio Control Panel to dial-out to
pre-established Groups of Contacts. Dial-out to a group does require
some initial setup. There is a section within your Audio Control Panel
account for establishing contacts and assigning them to groups. Before
getting started, you will need a direct phone number (or number and

extension) for each contact you want to add.

The contacts & groups that you create are saved for your Authorization
code, rather than for one specific conference number. Therefore, your
groups & contacts will be available for all of the conference numbers
listed under your Authorization Code.

You will, however, need to log in for each conference number
separately in order to view & manage its activity.

.- Log into your Control Panel Account

- Go to www.encounter.net/controlpanel

.- Enter your toll-free conference number

.. Enter your Authorization Code

. Click on the link to Manage Contacts for Authorization Code

CONTROL PANEL
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Adding a Group

23 Contacts -- Web Page Dialog

2 encounter’
* CONTROL PANEL

Control Panel

®Add a Contact

BEUpload Contacts from CSV File : - Expand the Add a Group
feature

®Add a Group

EManage Contact Groups

Privacy Statement Terms & Condition Feedback
Copyright © 2005 Encounter Collaborative Corp. All rights
reserved,
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Audio Control Panel 3.0 - Contacts & Group Dial Out

Add a Contact

To create a new contact, expand the Add a Contact
section.

Enter a Contact Name and the Contact's
Direct-Dial Phone Number

=Add a Contact

iAdd a new contact or click a name in your contact list to edit it.

i Your Contacts

|Jane o.

[Onited States | [s002805000 | exl

| Contact Name:

| Contact Mumber:

: {
: Save | Delete | Reset |

___________________________________________________________________________________________________________________

The main number should be 10 digits with no
dashes or spaces between numbers. It is not
necessary to enter a "1" in front.

Entry of an extension is optional. If an extension
is provided, the system will allow an automatic 4
second pause between the dialing of the number
and the entry of the extension. If a greater pause
is required, you may indicate additional seconds
with a "," in front of the extension. For example,
a 6 second pause would be indicated with an
additional 2 commas in front of the extension:

,, 1234

When an international number is selected, the
country code will automatically be inserted, so
when completing the number field, do not include
the country code or international dialing keys in
front. Also be aware that when international
participants connect via dial-out, international
long distance charges will be assessed and
included on the conference invoice. There will not,
however, be a charge to the international
participant.

Click Save, and the contact name will be added
to the list on the right (Your Contacts). The list is
arranged in alphabetical order by first letter. The
new contact will also be available under Manage
Contact Groups.

=Add a Contact

Contact Mame:

! Contact Mumber;

iAdd a new contact or click a name in your contact list to edit it.

Your Contacts

l— Jane D,
[united States =] ]

___________________

Save | Delete I Resetl
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Update or Delete a Contact

To update contact information, select the Contact
name from Your Contacts list. The Contact infor
mation will populate the fields to the left. You may
then make edits and click Save. This will apply
the changes to any instance of that contact within
its group(s).

To delete a contact, select the
Contact name from Your Contacts
list. Contact information will populate
the fields to the left. Click Delete, and
the contact will be removed from your
list as well as all Groups.

To clear changes or to simply remove
text from the entry fields, click the
Reset button. Reset will not, however,
un-do a Save or Delete.

EAdd a Contact

dd a new contact or click a name in your contact list to edit it.

Your Contacts

ke e | Jana D,

¢ Contack Name: ihathah Green Jessica Home Phons
¥ —— . TS e

¢ Contact Number: {Unitad States Raf=0nzan5a00 extlio34 BobnLL

Save | Dalets | Resat | Phoshbe Work Fhone




Audio Control Panel 3.0 - Contacts & Group Dial Out

Manage Contact Groups

Once groups and contacts have been added, their
associations can be managed from this section. To
assign contacts to a group, start by selecting a
group from the dropdown list.

' Jane D.

EGruu ;I Iohn Q.
i|p,—DJ2,:t X = M Mathan Green
Savel £ |

i =< Al

In Group Project X

Selecting a group will bring up 2 lists. The list on
the left reflects contacts that have already been
added to the group. The list on the right indicates
contacts that have not been added to the group.

Mot in Groupn Project X

Jane D.
>
—I John O

| Group |
leroJect x LI e
| _Save £ i
i << All |

In Group Project X Mot in Group Project %

H Mathan Green Jane D.
iGruup ;I lohn Q.
E|iject x ;I —IA” =

Savel

i << Al

Together, the 2 lists should reflect the names of all
of your contacts.

To assign a contact to a group, select the name
from the list on the right. Then click the left-point-
ing arrow to add that contact to the group. You
should see the name move from the right-hand list
to the left-hand list.
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Manage Contact Groups

To remove a contact from the group, select the
name from the list on the left. Then click the right-
pointing arrow to move the contact out of the
group. You should see the name move from the
left-hand list to the right-hand list.

: >[

1 Grouy

{[Praject % i All=>
| - |

i Save
i

John Q

Un-select & re-select a group to reflect any new
contacts added

A contact can be added to more than one group
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Dial out to Group(s)

.- From the Audio Control Panel, click on the Dial
Group tab.

- You will see your Groups listed in alphabetical
order. Groups with no associated contacts will not
be listed here.

- encounter COLALCRATIVE -]
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- From the Dial Group tab of Control Panel:

. Click on a group name to expand and view its
associated contacts. You will see the individual

contact names and corresponding phone numbers.
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Dial out to Group(s)

Presenter vs. Participant

You can designate whether contacts within a
group should be connected to the call with
Presenter (speaker) or Participant (listen-only)
access.

By default, each new contact is added as a
Participant

A designation can be made for the group as a
whole or on an individual contact basis. These
selections are automatically saved and applied to
subsequent calls - although you have the ability to
change the settings at any time.

Presenter & Participant assignments can only be
viewed & modified from the Dial Group tab of the
Control Panel.

Presenter & Participant designation can be set
separately for each instance of a contact. In
other words, if a contact appears in more than one
group, he/she can be assigned as a Presenter in
one group, and a participant in another.

Contact Number Call Status

Plenning Comemitias +- C Abfresorters O ANPaiicpants ¥ Choase sach

7 el T BOOZI0SA00 1 & preserter ) © Participet
@ dono 1 4250267062 T Preserior ' Partiosit
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Dial out to Group(s)

The checkbox to the left of a contact can be
un-selected to exclude that contact from the group
dial-out. When the Control Panel is refreshed, all
contacts default back to being checked.

Contact Numilser Call Status

Plannng Committes s O Aifresenters C AfPatichants ™ Choose each

F dansD 1 EDDZE0SS00 1 = prasanter [ Panticipst
F dene 1 4252267062  Presonter O Pardicionct
@ Mathan Gresn 1 BQOZI0E000 1234 " praserter  Particpent

Click the Call button to begin simultaneous
dial-out to all selected members of the group.
Connection status will be reflected on the Dial
Group tab as well as the List View tab.

You may dial-out to more than one group at a
time. If a contact appears in more than one group,
they will receive just one call, but their connection
will be reflected in both group lists.

a http:fibetaZ.e2c.com - Control Panel - Microsoft Internet Explorer

If you wish to make changes to contacts or e e T
)ControlPanel

groups, you may access your Control Panel Account “""W '““"‘“""'“ Dial Group Ll
(X

by clicking Manage Phonebook Contacts and e
Manage Phonebook Contacts and Groups

Groups, which appears at the top of the Dial Group
tab.

Changes made in the Control Panel account will
take effect immediately, but will not be reflected in
the Control Panel view unless the window is
refreshed (F5).



