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Conference Bridge

For assistance:

Call 1-800-770-2121
E-mail conference.call@gci.com
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INTRODUCING CONFERENCE BRIDGE WEB PORTAL

FEATURES

Administer Participants

Users can manage the profiles of their regular conference attendees. They can add new
participants, edit existing participant details, and delete old participants. These contact details

are used when conference notifications are sent.

Manage Scheduled Conference

Users can view a list of their scheduled conferences. They can also change a large number of properties

associated with these conferences, such as name, duration and size.

Manage Personal Accounts

Users can update their own account details. They can change their passwords and preferred

time zone.

Microsoft Outlook Integration

Microsoft Outlook integration enables users to invite participants to the conference from their
Outlook address book. They can also place the conference invitation in the Microsoft Outlook
appointment format. This places the conference reservation in participant's Microsoft Outlook

calendar.
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LOGGING IN

Logging on

First time users will need to contact our GCI Conference Center to set up an account.

1-800-770-2121

Conference.call@gci.com

For existing users:
1. Start your Web browser.

2. Enter the Web Portal address in the Address field and press Enter. The Login

screen is displayed.

3. Enter your e-mail address in the E-mail Field.
4. Enter your password in the Password field.
5. Click Submit. The My Schedule screen is displayed.

™ My Schedule

3_ I?"_'ﬁ"‘_“?"fti_"g ] Conference Ref: Search Starting: :Apl’ V|8 VEQDUS v:%':ﬁ

’_ .ﬂ.\d.l:.lr.es.s F':_'Dk ) Keyword: Search Ending: i,{.‘»‘F:.r v1¢1 viQ[][JB lex—";‘:f
? My Account

> logout

ety ; m

GCI Conference Bridge


mailto:Conference.call@gci.com

RESERVING CONFERENCES

Reserving Conferences

The Web Portal enables you to create customized conferences to meet your exact
requirements. For example, you can create repeating conferences, notify participants by e-

mail and configure various levels of security.

Creating Reservations

1. Click Book meeting. The Book Screen is displayed.
2. Enter the name of the conference in the Conference Name field.
3. Enter the number of participants in the Number of Participants field — the

minimum is three.

4. Select the conference date from the Date of Conference drop down list.

5. Select the conference start time from the Conference Start Time drop down
list.

6. Enter the conference duration in the Conference Duration field.

The minimum is 10 minutes.

7. Click Book. The Reservation Details screen is displayed.

2 My Schedule

Recurrence | Advanced

]

Book Meeting Additional

aiate Web Booked Conference

Conference Name:

? Address Book s
o R L No. of Participants (No. [5 DDH Erence [0
? My Account of Ports): 1 | e 1
ey bR s i (mins.):
? Log Qut
] : I-.Ie.l.p“ D Diate of Conference: 8 v_: Apr v 2008 | i

Conference Start Time: |3 V 15 VTF'I‘u"I |

Timezone: AST+ DST (Alaska) v |
Autc Generate PINs: ¥
Participant Code: Egg:rator
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8. Reservation Created Successfully will display, providing information about

the booked conference and allowing for invitations to be sent.

% My Schedule Reservation Created successfully.
™ Book Meeting leservation Details
? Address Book Conference Title: Additional Information: Wweb Booked Conference
-] My:.ﬂ.cl:.o.l.l.n-t o Murmnber of Participants: 3 Conference Duration: 10
3' L.oé l:.lu.t R Date of Conference: May-23-08 Recurring Conference: Mo
SO Start Tirne: 10:45 AM Tirmezone: AST+ DST (Alaska)
2 Help
oo Recording Mo
User Code: 492514 Moderator Code: 242179
Conference Phone Numbers: 85003156335 (Toll Free)

Amend

Ernail Invi

Invite Participants via email m
Invite Participants via Browser email m
Invite from on-board Address Book m
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9. The moderator booking the conference will receive an email from

conference.call@qgci.com.

¥ Conference Confirmation - shawnl - Message (HTML) H IEIIﬂ
& snaalt &' | window - E
daReply | (=8 Reply to All | (5 Forward | (5 B b | w Ii‘} (25 K| e - N @ E

File Edit Miew Insert Format  Tools  Actions  Help

From: W Conference, call@gci.com Sent:  Wed 5[21/2008 3:18 PM
Ta:
Co
Subject:  Conference Confirmation
CONFIRMATION NOTIFICATION =l
Subject: Confirmation Notification: Conference call reference 154206 successfully reserved

Attention:  YourMame
Email: Your email address

Title:
Date: 05/21/2008

Starting: 3:30pm AST+ DST (Alaska)
Dwration: 10 minutes
Participants: 3

Moderatar PIM: 881074
Participant FIN: 441250 EXample Numbers only

Dial In Access:
18003156338

Calling instruction {meet me direct):
Dial 180021562322 and follow the voice prompts. When prompted the moderator enters the moderator PIN code 221074 and the # key
and the participants enter the participant PIN code 441250 and the # key. You will be connected to the conference if your PIM is correct,

If you are experiencing difficulty you will be connected to an operator for assistance. If you need to rejoin your call, please dial in again
using your pin code. & moderator must login for the call to begin.

For Further Information or Assistance on Other Issues:
Contact: Your Marme Email: yourermailaddress

Thank you for choosing GCL Have a great day!
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Creating Appointments in the Microsoft Outlook Calendar

Moderators can create appointments in their Microsoft Outlook Calendar. They are then
alerted, at a specified time beforehand, that their conference is about to start. Moderators can

also create an appointment message to send to other conference participants.

Creating an appointment in participant calendars
1. Complete steps 1-7 in Creating Reservations. The Reservation Details

screen is displayed.

% My Schedule Reservation Created successfully.
™ Book Meeting Reservation Details
? Address Book Conference Title: Additional Information: Wweb Booked Conference
-] My:.ﬂ.cl:.o.l.l.n-t o Murmnber of Participants: 3 Conference Duration: 10
,' L.oé l:.lu.t R Date of Conference: May-23-08 Recurring Conference: Mo
g o Start Tirne: 10:45 AM Tirmezone: AST+ DST (Alaska)
2 Help
oo Recording Mo
User Code: 492514 Moderator Code: 242179
Conference Phone Numbers: 85003156335 (Toll Free)

Amend R ation Details

Ernail Invitations

Invite Participants via email m
Invite Participants via Browser email m
Invite from on-board Address Book m

CQutlook Calendar

2. Click Create at the Create Appointment and Invite Participants area of the

Outlook Calendar section. The Appointment window is displayed.

3. Click Open to open a new Appointment.

4. Click Invite Attendees to invite participants to the conference.

5. Enter the attendees email address in the To or CC field.

6. Click Send. The selected participants receive an email inviting them to the

conference. An appointment is created in their Microsoft Outlook calendar if they

accept the invitation.
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7. The individual creating the reservation will receive an email similar to the one

shown below

Inviting Participants to the Conference

Inviting participants to the conference enables the moderator, who created the reservation, to
send an e-mail to selected conferees. The moderator can do this by using Microsoft Outlook or

another e-mail application.

The Reservation Details screen will be displayed.

Inviting Participants Using Browser E-Mail

1. Complete steps 1-7 in Creating Reservations.

2. Click Invite at the Invite participants by browser email section of the Email

Invitations area.

The selected participants receive an email outlining the conference date, time and

access details.

The Sending Invitations screen is displayed.
3. Copy and paste the text into an email.

4. Enter the email addresses of the participants that you want to invite to the

conference in the To or CC area.

5. Click Send. The selected participants receive an email outlining the conference

date, time and access details.
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Inviting Participants using your Configured Email Client

1. Complete steps 1-7 in Creating Reservations.
2. Click Invite at the Invite participants by email section of the Email Invitations
area.

The conference details are automatically entered in the main body of the e-mail. Enter

the e-mail addresses of the participants that you want to invite in the To or CC area.

3. Click Send. The selected participants receive and e-mail outlining the

conference date, time and access details.

Inviting Participants Using Web Portal Address Book

1. Complete steps 1-7 in Creating Reservations.

2. Click Invite at the Invite participants by on board Address book section of the

Email Invitations area.

3. Select the conference chairman by selecting Chairman beside one of the

members of your address book.

4. Select the tick box beside the other members of your address book that you

want to invite to the conference.

5. Click OK. The selected participants receive an email outlining the conference

date, time and access details.
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VIEWING AND MODIFYING CONFERENCES

Making Changes to Scheduled Conferences

This section describes how to make changes to scheduled conferences, but you can also make

changes to reservations before you confirm them.

Note: If you select notify changes when you set up the scheduled conference, the

conference participants are informed of any changes made to the reservation.

1. Click Edit beside the scheduled conference you would like to modify.
2. Modify the scheduled conference details as required.
3. Click Update. The conference is updated and the Scheduled Conferences

screen is displayed.

Making Changes to Live Conferences

This section describes how to make changes to live conferences. You can extend conferences

while they are in progress. You can also change the number of participants.
1. Click My Schedule. The My Schedule screen is displayed.

2. Click Edit beside the live conference you would like to modify. The Reservation

screen is displayed.
3. Modify the live conference details as required.

4. Click Update. The conference is updated and the Scheduled Conferences

screen is displayed.

Modifying the Schedule Page

It is possible to list the conferences in three different formats:

. Name
o Start Time
° Reference

GCI Conference Bridge 11



1. Select My Schedule. The Schedule Screen is displayed.

2. Select Conference Title in the Scheduled Conference section. The

conferences are listed in alphabetical order.

3. Select Ref. The conferences are listed incrementally by their reference
number.
4. Select Start Time. The conferences are listed by their start time.

MANAGING LIVE CONFERENCES

Accessing the Audio Console

When you log on to the Web Portal, a list of scheduled conferences is displayed. If a
conference is in progress, a Console button is displayed beside it. You can also use the search

functionality to display conferences.

Note: The Console button is only available when a conference is in progress.

? Book Meetin

......... g : Conference Ref: | Search Starting: iMay jIQ? jlzuua;‘
? Address Book

...... g b Keyword; | W Ending: I.Jun L"E L‘IQDDBLI m
2 My Account
2 Log Out

""""" Scheduled Conference
2 Help ; = = -

.......... 1 ~ Conference Title: ~ Ref:  » Start Time: TimeZone: Duration: Status:

tast (8) 154532 May-27 11110 AM ?AS;:'RZ?T 20 é‘:;gress c
1. Click Console. A new browser window displaying the Audio Console opens.

The reference number and PIN associated with the selected conference are displayed
in the Conference Reference and Pin Code fields. For security purposes, the PIN is

represented by a series of symbols. Console displayed below.
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GCI Audio Console

e

S o = Gub 5 (%) 2
Checl All Clear All Participants Present: 2 Details
Status ~ [ame Phone Company Other Q n
| (11:13) 208333 Q07T 55A5554
r @ (11:11) 349175 8075551234
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2. What the ICONS mean

. 2. 3 4, 3. B, 7. g
< o @ Gub P o 2
Checl. All Clear All Participants Present: 2 m
Status ~ MName Phone Company Other Q E
o () zne E10?5555555>'Iﬂdi\-*iduals Attending Conference
i (11:11) 349178 9075551234 :
What the icons mean:
1. Returnto Conference
2 Mute
3. Hold
4 Disconnect
4. FPlacein a Subconference
6. Start / Stop Leture Mode
7. Log Off
8. Help
3. To log-off at any time, click Log Off.
EDITING YOUR PERSONAL PROFILE
Editing Your Personal Account
1. Click My Account. The Edit Account screen is displayed.

The Client Name and Address fields hold the name and address of the user. The Con-
tact Name and Address fields hold the name and address that should be used for noti-
fications. In many cases, the client details and contact details are identical. In some

cases, a user may wish to direct all notifications through a secretary or assistant.

2. Enter a new password in the Password field. For security reasons an asterisk
(*) is displayed for each character in the Password field. When changing your

password, please use 6-8 characters which include both letters and numbers.

3. Select your preferred time zone from the Preferred Time zone drop down list.
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4. Click Update. Your personal account details are updated.

2 My Schedule Edit Account | Conference Reports
Lo et i ik Yaur lagin narme
? Book Meeting Login Renme=s g
? Address Book .
e Password for Login: * I********
™ My Account
? Log Out Password Changed: Thu May 22 08:56:50 £
2 Help
B Phone:* Phone number
Braills Your email address
Contact Mame: four name
Contact Phone: Your contact phone number
Contact Ermnail:* Your contact email address
Preferred Timezone: AST+ DET (Alaska) j

Editing Your Participant List

You can:
= Add new participants
= Delete existing participants

= Modify the details of participants
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Adding New Participants

1. Click Address Book. The Contact Listing screen is displayed.

2. Click New Contact. The New Contact screen is displayed.

2 My Schedule

Local Address Book | New Contact

? Bn-uk I'-'Ieetin-g . Name: *
T Address Book Contact Email: *
’. I'-.‘Iv,c.rlA.cl?nu.nF A Dial Out Number: *
. Lu_g. E.,Ut Fax Number:
? Help o
.......... Description:
Secondary Phone:
Mobile Phaone: |
3. Enter the new participant's name in the Name field.
4. Enter the new participant's email address in the Contact Email field.
5. Enter the new participant's dial out from conference number in the Contact
Phone Number field.
6. Enter the new participant's fax number in the Fax number field.
7. Enter a brief description of the new participant in the Description field.
8. Click Submit. The new participant's details are saved to your participant list.

GCI Conference Bridge
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Deleting Existing Participants

1. Click Address Book. The Contact Listing screen is displayed.

2. Click Delete beside the participant you want to delete. The participant is

deleted from your participant list.

Modifying the Details of Participants

1. Click Address Book. The Contact Listing screen is displayed.

2. Click Modify beside the participant you want to modify. The Modify Contact

screen is displayed.

3. Modify the participant details as required.

You can modify:

Name

Contact E-mail
Dial Out Number
Contact Fax

Description

4. Click Submit. The participant details are updated and the Contact Listing

screen is displayed.

GCI Conference Bridge
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GENERATING REPORTS

Generating Reports

This section describes how to generate a list of all conferences. You can view the details in a

selection of graphical formats.

e Click on My Account

e Click on Conference Reports

e Select either Audio Conference Report or Port Usage Report (See Web Portal Reports

section)

e Select Start Date

e Select End Date

e Select Chart Type from drop down menu

e Click Generate Report

P w v W

My Schedule

My Account
Log Out

Help

Book Meeting

Address Book

Edit Account | Conference Reports

Audio Conference Report:

Port Usage Report:

Start Day:

End Day:

Select Chart Type:

(apr v[1 v[2008 v
_.iA_pr " 8 V 2008 v:' [

3D Vertical BarChat ||

Generate Report |

Web Portal Reports

There are two different types of reports:

= Audio Conference. Displays conference activity in a selected graphical format.

= Port Usage. Displays data defined by the levels of system utilization during a conference

or a series of conferences. System activity is checked over time with the relevant

GCI Conference Bridge
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information saved to the system database. By generating a report a moderator can

determine how often an individual or company uses the GCI conferencing system. These

reports also show an individual their port usage.

It is also possible to view the data in a Microsoft Excel™ spread sheet. The output is listed in a

series of fields.

Viewing Report Details in a Microsoft Excel Spreadsheet

You can also view the report output in more accurate detail by creating a .csv file.

1. Generate a report.
b
b
)]
™ My Account 200
.......... [ =
? Log Out JERES
.......... =
S Help §15.u
.......... 5 2s
=
(=]
& 100
i=
= 75
Lk}
& 5o
2
£ 25
0.0
Conference C"ck here to
M Eooked Duration (mins) M Actual Duratig Start
CSV File
Conference Title:  Ref: Start Time: Booked Duration {mins}: Actual Duration {mins):
i, 154206 May-21 03:34 PM 10 13 o
2. Click Report CSV File. The File Download dialog is displayed.
3. Select whether you want to open the Microsoft Excel spreadsheet from the

current location or save it to your hard disk and click OK. The Microsoft Excel

spreadsheet is displayed if you have decided to open the file from its current location.

The Save As dialog is displayed if you have decided to save the file to your hard disk.

4. Enter a location to save the file and click Save. The Microsoft Excel

spreadsheet is saved to that location.

GCI Conference Bridge
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REFERENCE

Contact Us

For information:

1-800-770-2121

Www.gci.com

Conference.call@gci.com
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