Shorelel

ShoreTel Converged Conferencing V7.1

User Guide

Version 080708

August, 2008

Document and Software Copyrights

Copyright © 1998-2008 by ShoreTel, Inc., Sunnyvale, California, U.S.A. All rights
reserved. Printed in the United States of America. Contents of this publication may not
be reproduced or transmitted in any form or by any means, electronic or mechanical,
for any purpose, without prior written authorization of ShoreTel, Inc.

ShoreTel Inc. reserves the right to make changes without notice to the specifications
and materials contained herein and shall not be responsible for any damage (including
consequential) caused by reliance on the materials presented, including, but not
limited to, typographical, arithmetic, or listing errors.

Trademarks

ShoreCare, ShoreWare, and ShoreGear are registered trademarks of ShoreTel, Inc. in
the United States and/or other countries. ShoreTel, ShoreTel 6, ShorePhone,
AnyPhone, Office Anywhere and ShoreTel Smart, are Trademarks of ShoreTel, Inc. in
the United States and/or other countries. Microsoft, Windows, Windows NT, and
ActiveX are either registered trademarks or trademarks of Microsoft Corporation in
the United States and/or other countries. VxWorks is a trademark of Wind River
Systems. All other copyrights and trademarks herein are the property of their
respective owners.

Version Information

ShoreTel Converged Conferencing 7 Quick Start Guide
Part Number: 800-1047-XX

Date: June, 2008

Company Information

ShoreTel, Inc.

960 Stewart Drive

Sunnyvale, California 94085

(408) 331-3300

(408) 331-3333 fax

www.shoretel.com

FCC Interference Statement

If equipment has been purchased from ShoreTel, this equipment has been tested and
found to comply with the limits for a Class B digital device pursuant to Part 15 of the
FCC rules. These limits are designed to provide reasonable protection against radio
interference in a commercial environment. This equipment can generate, use and
radiate radio frequency, energy and, if not installed and used in accordance with the
instructions in this manual, may cause interference with radio communications.

ShoreTel 960 Stewart Drive, Sunnyvale, California USA +1.408.331.3300
+1.408.331.3333 (Fax)



User Guide Table of Contents:

What is ShoreTel Converged ConferenCing?.........cccovevveivieneiesieiesiesesesesees e 3
By using ShoreTel Converged Conferencing you can............
What’s new in this release? ........c.ccooevevvrieninenencnesencen
ACTIVE TAIKET ...ttt
3StEP SCNEAUIING ...
Simplification of the personal Options..........cccoevvvviineiniiiienne
Automatic display of shared document or application/desktop ...........ccccceenee. 3
Confirmation of CallDacks ...........ccccviiiiriiiic 4
Start/Stop recordings using touchtone..
Dial out With PrompPt ........coiiiiiiie s
GELLING SLAME ... ettt bbbt
Sign into ShoreTel Converged Conferencing
Automatically starting ShoreTel Converged Conferencing.........c.ccocceceveeeieennns 4
Creating a desk top shortcut to ShoreTel Converged Conferencing.................. 5
Learning about your current phone number
Changing your phone NUMDBET .........cccoviriiiieicc e
Set Personal PreferenCes...... ..ot 6
Conference Calls ........ccocooereiiiiiiniie e, s 6
Call Manager Adhoc Conference Call Setup...... et 6
Call Manager Adhoc Conference Call...................... s 7
Scheduled versus Reservationless conference calls...........ccccooooiiiiicicinnnnne 7
Scheduling a conference Call ... 7
Inviting Conference AtENAEES ........ccovriiiiirieire e 7
Reschedule a Conference Call...........ccocoeiieiiiiniii e 8
Join a scheduled conference Call............cccoooivniiicieiii 8
DBIBGALE ... ettt ettt ettt ners
Delegate abilities .........oviiiiiiiiee s
SeleCt @ DEIBGALE ......cueieiiieeee e

Remove a Delegate
Invited to attend a conference
Leading a Conference Call ... 9

Mute/Un-mute All Participants

Active Talker - track & mute noisy phones

Mute all participants joining the conference call:............ccocoovviviiiiineicicieee, 9
Start or Stop recording of the conference call. .........
Prevent participants from seeing each other ...,
How many callers can join a conference call?............ccocooeiiiniiiiineicicee 10
Participating in a conference call, your options
Mute your line during a CONFEreNCE.........cccoveieireieieeeee e
Un-mute your line during a CoNferencCe ..........cooveeviieneinieiene e
Hear a list of names (roll call) during a conference..........cceevvvviiveieiicicennnns 10
Dial out during a CONTEIENCE .....c.vciieiiiiicier e 10
Keep the new call and return to the conference..........ccocoeveoniiinencicinenns 10
Drop the call (if there is no answer) and return to the conference..................... 10
-2-

Version 080708

SEArt/STOP FECONTINGS ...ttt
Recording a conference Call ...
Record a conference call from the conversation window
Record a conference call using your touchtone phone ............ccccooevievenieenne.

Recorded conference call
Share a recording with others....
Wav files (RECOTAING) ....cveeiirieriiiieieiee e
Delete @ rECOITING ....eiviiiiieieeieiee e
Play back a recording
Controlling a recoding your listening to over the phone ...

Contacts, creating, adding, GrOUPS........ceovrviirreireiisrere et
Add acontact ........cccceevevriiennnnnnn
Set up a contact group......
Add contacts to a group.......cccceevevevenenn.

Making phone calls and conference calls ....
Call acontact..........ccccceeneneee
Call several people at once....
Call all contacts in @ group ......cccceeeeeeeereserene
Call someone who is not on your contact list...
Add someone to an existing call via GUI................
Add someone to an existing call via touch-tones ...........c..ccoceveveiveiiciiesenne
Note: Only leaders may place outgoing calls during conference calls. ............ 13

To place a call during a conference call: ..o
Send an iNStANT MESSAGE .....cc.erverterieieiieeete ettt 13
Turning an instant message into a phone call.............ccooooiiiiiiiiiiiceee 13
Callback confirmations
Dial out with prompt feature ...........cooeieiiiiiene s
Enable Dial Out With Prompt..........cccoviiiieiiniiieeeseee e

Sharing an application on your desktop....
Use Application/Desktop Sharing to
Share an application or your desktop
View someone else's shared application

Two people sharing applications at the same time ...........c.ccooceieonineiiiceenns 15
PrESENTALIONS. ...ttt ettt b et enas 15
Pre-load your presentation............ccccevvvererereeseseneene .15
Show your presentation to others in the conversation .... ... 16
Attach a file to a conversation...........cc.ccocevereveecrsenenenn ... 16

Save an attachment to your computer..... w17

Control a presentation ........ .17
Delete your presentation..... w17
Outlook Integration ...........cccceovevenene w17
Installing the Outlook Plug-in................... .17
Schedule a Conference Call via Outlook........................ ... 18
Participating in a Conference Call set up in OUtlook ...........cccoveviviiienieenne. 18
INDEX .ottt et sttt b ettt et ettt a st nene e 20



What is ShoreTel Converged Conferencing?

ShoreTel Converged Conferencing is a communications solution that
combines presence-aware instant messaging with the ability to make phone
calls, conference calls, and share applications and presentations. ShoreTel
Converged Conferencing runs in a standard Web browser and does not
require you to install any special software on your computer.

To use ShoreTel Converged Conferencing, you create a list of contacts, that
is, other people who use ShoreTel Converged Conferencing. You can then
send an instant message or place a phone call to each contact by double-
clicking one of the icons that appear next to each contact's name.

By using ShoreTel Converged Conferencing you can...

Make phone calls and conference calls.

Change an instant message into a phone call.

See who is online and who is on the phone.

View logs of past messages and phone calls.

Share your desktop or applications with others.

Make presentations and upload attachments.

Control who can see when you are online and who you can send
messages to.

This Quick Start Guide helps you start with some of the most basic
ShoreTel Converged Conferencing tasks, including adding contacts, making
phone calls and conference calls, sending instant messages, and sharing
documents and presentations.

Use the Converged Conferencing online help for
comprehensive end user information.

What’'s new in this release?

Active talker

The participant view is enhanced to provide a visual indication of who is

speaking during a call. An indicator is presented next to the participant that is

currently speaking in the participant list. This feature is especially useful in
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larger conference where the host needs to mute a specific caller with a noisy
background.

Active Talker is disabled by default. To enable Active Talker, contact your
System Administrator.
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3 step scheduling

A new 3 step form permits users to easily configure a new conference.

Simplification of the personal options

The personal options in the Console are much easier to understand.

Automatic display of shared document or
application/desktop

Attendees are presented with the shared information as soon as they log into
the conference without having to click on a link as with the previous version.

Conference invitation options




The personal options allow selecting an email format or calendar appointment
format among 4 different email contents.

Hiding of participants

When scheduling a conference, you can prevent participants to see/IM each
other. In that case, the leader is the only one sees the entire participant list.

Add Contacts from the Converged Conferencing
Database

Today, users can be added to the contact list either directly or via a search of
the Outlook/Exchange directory. Sometimes however, the name configured
in the server is different from the email address. With this release, names can
be added to the contact list from the server’s configured users.

Localized Date and Time

Extended date/time formats are introduced in support of regional (i.e.
multiple location deployments).

Confirmation of callbacks

This feature makes it harder for people to accidentally add their voice
mailbox to a conference call. When attendees join a conference by having the
system call them back, they will have to press 1 to confirm that the correct
number has been reached. If the call is not answered, if it is busy, or if is
answered by voicemail, the call will not be connected to the conference. To
enable this feature, open the Conference Details page by double-clicking
on a conference. Select Conference Features, and then select the
checkbox that says Confirm Callbacks with a key press.

Start/Stop recordings using touchtone

Now, you don't have to be at your desk to record a conference call. If you are
a conference leader, you can dial ##4 from your touchtone phone to start or
stop a recording. The recording will be stored in the account of the person
who owns the conference.
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Dial out with prompt

This feature allows conference leaders to place outgoing calls in a way that
people who are already in the conference do not have to hear the call as it is
placed. If you select the Dial Out with Prompt option, the called party will
hear a voice prompt that says, “You have been invited to a conference. To
join, press 1. To decline, press 2”. People who are already in the conference
will not hear anything until the new person has accepted the invitation. If the
call is not answered, if it is busy, or if is answered by voicemail, the call will
not be connected to the conference.

You can enable this feature in the People panel of the conversation window.
Open the panel menu by clicking on the triangle in the upper right corner, and
select Dial Out with Prompt from the menu. When you place an outgoing
call, the call leg will appear in the People panel. You will not hear anything
until the called party joins the conference.

Getting Started
Sign into ShoreTel Converged Conferencing

1. Open a browser window.

2. Inthe Address field, type the URL for the ShoreTel Converged
Conferencing application provided by your system administrator.

Important! If you have enabled a pop-up blocker in your browser,
you must set it to allow pop-ups for Converged Conferencing.

3. Enter the user ID and password that your system administrator
provided and click Sign In.

4. Via IE click Favorites and then click on Add to Favorites to add
ShoreTel Converged Conferencing to your IE Favorites

Important! To receive instant messages, you must leave your
contact window open, even if it is minimized.

Automatically starting ShoreTel Converged
Conferencing



If you use Microsoft Internet Explorer on Windows, you can add ShoreTel
Converged Conferencing to your Start menu so that ShoreTel Converged
Conferencing automatically starts when you start Windows:

1. Signin and start ShoreTel Converged Conferencing as described
above.

2. On the first window that opens, move your mouse to the icon in the
Address bar (see red circle on next graphic), click and drag the
window to your Start menu. The Start menu will open within a
couple of seconds.

f,'; ShoreTel Converged Conferencing - Windows Internet Explorer

@’\ I S I‘ﬂjs :fbridae. shoretel.com/ics?action=displaydisplay=opener ﬂl_

e
J File Edit View Favarites Tools Help

W ke & ShareTel Canwerged Canferencing | |

& Shorelel

Converged Conferencing

Opening ShoreTel Converged Conferencing

3. Drag the icon to All Programs (wait for it), then drag the icon to
Startup and release the ShoreTel Converged Conferencing icon
into the Startup folder.

Creating a desk top shortcut to ShoreTel Converged
Conferencing

Note: If launching ShoreTel Converged Conferencing via a desktop shortcut
closes your current active IE window...this is configurable via IE6 settings.
The IE setting is found by clicking on — Tools —Internet Options — Advanced
— Browsing down until you find “Reuse windows for launching shortcuts” -
uncheck to have the existing IE window remain active. IE7 is also
configurable via “Tabbed Browsing”. Tabbed Browsing is configured
through the Tools — Internet Options — General tab."

1. Open a browser window.

2. Inthe Address field, type the URL for the ShoreTel Converged
Conferencing application provided by your system administrator.
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Important! If you have enabled a pop-up blocker in your browser,
you must set it to allow pop-ups for Converged Conferencing.

3. Enter the user ID and password that your system administrator
provided and click Sign In.

4. Drag the ShoreTel Converged Conferencing icon to your Desk Top
and release the ShoreTel Converged Conferencing icon. This will
create a desk top shortcut to ShoreTel Converged Conferencing.

Important! To receive instant messages, you must leave your contact
window open, even if it is minimized.

Learning about your current phone number

The phone number that appears at the top of the main Contacts window is
the number you use to make and receive calls.

=10 x|
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When you use ShoreTel Converged Conferencing to make calls, this phone
number will ring first. When you answer your phone, your outgoing call is
placed.

When someone calls you using ShoreTel Converged Conferencing (example:
by double-clicking the phone icon next to your name), this number rings. If
you keep this number up-to-date, it helps other people to find you.

You can change your number to your cell phone, a conference room, or
any place where you want to make and receive calls.

Changing your phone number

1. On the main window click on the phone number at the top of the
screen.



2. From the menu provided select what you want to do...

= Add a New Number
Provide the information requested and click OK

= Edit Numbers (New, Edit, Remove, or Set as Current
Number)
Provide the information requested and click Save and Close

Set Personal Preferences

1. On the main window click on Tools and from the menu provided
click on Options and the following screen will appear.

—olx|

Personal Personal
s

General

/2 https:/ feng-bridge.qa.shoretel.com/Zaction=display&display

Date and Time Type your name as you want others to see it:
Don Wallace

Status
¥ Show me as 'Away’ when Im inactive for [ 15 ¥ | minutes

When I sign in, set my status to [Online -

Privacy and visibility

I™ Do notlet others send me messages when my statusis set to Busy’

When someone wants to add me to their contact list
& Aways ask me first
£ Allow anyone to add me to their contact list
I™ Add to my contact list

See which contacts I have blocked See list.

oK. Cancel

2. Viathe Personal, Preferences & Data and Time screens
presented select you preferences.
Personal Options:

= General

= Status

= Privacy and Visibility
Preferences Options:

= |nstant Messages
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= Email Invitations

= Phone Calls

=  Presentation and Application Sharing
Date and Time Options:

=  Date Format
= Time Format
= Date and Time Format

3. Click OK

Conference calls

Call Manager Adhoc Conference Call Setup

Converged Conferencing is a ShoreWare feature that supports calls with a
maximum number of participants dependent on the topology of the network
and the system configuration. Individual users must be authorized to perform

converged conference calls. Consult your system administrator for capacity
and authorization information.

Important! You must have accessed/configured your account on the
Conference Bridge to be able to initiate an Adhoc Converged Conference
call through that bridge.

Call Manager supports the initiation of a Converged Conference call through
a specified Conference bridge account. All other aspects of the call are
managed through the Conference bridge user interface.

To specify the Conference Bridge account for making Adhoc Converged
Conference Calls:

1. Sign into ShoreTel Call Manager
2. Select Tools from the Main Menu bar.
3. Select Options.

4. Select Conferencing in the menu on the left side of the window.



Note: Consult your system administrator for Conference Bridge
logon information.

5. Enter your Conference Bridge user name and password in the data
entry fields.

6. Click Apply
Call Manager Adhoc Conference Call

To initiate an Adhoc Conference Call through the Call Manager Make New
Call panel, perform one of the following:

e Select Windows -> Conference Manager from the Main Menu Bar.
OR

e Right click the ShoreTel icon in the System Tray and select
Windows -> Conference Manager

Either of the above action will cause the Conference Bridge dialog box to
appear.

1. From the Converged Conferencing bridge dialog box double
click on the first Contact you want included in the Adhoc
Conference call.

Right Click on the party the you selected in step 1 above
Click Call

Answer your phone and then the 1% party will be called

o ~ wDn

Repeat steps 1 - 3 above until you’ve added all your
conferences

6. Normal Conference Bridge features and functions apply.

Scheduled versus Reservationless conference calls

A scheduled conference can usually last anywhere from 30 minutes to one
day. You can also add a recurrence to a scheduled conference, so that the
access codes would be valid at regular times, such as every Tuesday between
10:00 AM and 11:00 AM.
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Access codes for Reservationless conferences can be used at any time.
Depending on how Converged Conferencing is configured, Reservationless
access codes may not expire for several months.

Important! Your account settings may not allow you to create
Reservationless conferences.

Scheduling a conference call

1. From the Actions menu, select Schedule a Conference.

2. Enter a name for the conference, and the times when you want the
conference to begin and end. You can also enter the number of
people you expect to join the audio conference.

3. Click Next>.

4. After your conference has been scheduled, you can:
e Invite others to the conference using email or Microsoft
Outlook calendar invitations. Click any of the buttons under
Invitations at the bottom of the screen.

e Select conference options on the Conference Features tab.

Inviting Conference Attendees

Once a conference has been set up you have several options to invite
additional attendees. These invitation options allow you to select an email or
Calendar appointment format, with either Leader or Participant access codes
or both.

NOTE: How you set up your “Conference Features” will determine the
different capabilities for Leader versus Participant access code functions and
abilities.

1. From the Scheduled Conferences tab J , double-click the
conference you wish to invite additional attendees. A screen
included the segment below will appear.

2. Decide on the type of invite (Email invitation or Calendar
appointment) you wish to send and then make your selection to
include the appropriate Access Codes (Leader, Participant or Both).



3. You can send multiple invites via different means depending on
your audience.

Invitations
Email invitations: Leaders... I Participants... I
Calendar appointments: Leaders. ., I Partidpants... I Both. ..

More about calendar appointments. ..
What is the difference between a participant and a leader?

Reschedule a Conference Call
(=]

2. Right click on the schedule Conference Call you wish to reschedule
and select Reschedule or Change Details.

3. Edit the details as needed and click Ok

1. Select the Scheduled Conference icon

Join a scheduled conference call

If you scheduled the conference:

1. From the Scheduled Conferences tab J , double-click the
conference.

2. Under Join the Conference, select whether you want to join both
the web conference and the audio conference call, or just the web

conference.
3. Click Join
Delegate

You may select a delegate who can schedule and manage conference calls for
you. When you select a delegate, you empower that person to act on your
behalf when it comes to managing your ShoreTel Converged Conferencing
account.

Delegate abilities
As a delegate you can do the following things on behalf of someone else:

e  Set up conference calls
e View your list of scheduled conferences
-8-
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e Send invitations to conference calls
e Upload presentations and attachments
e Add people to conference calls that are in progress

As a delegate you will have the option of selecting a different owner(s) other
than yourself and will see information for those who have selected you as
their delegate.

Select a Delegate

1. Inthe main window, select Tools, then Delegates. The window
below will appear.

2. Click Add New and then enter the user ID of the person whom you
would like to name as your delegate.

Note: For User ID format contact your System Administrator or click on
Contacts - Add a Contact. In the Add a Contact window enter any letter
and click Search, this will provide you User ID example.

3. Click Submit.
4. Click Close to close your list of delegates.

ﬂ" https://eng-bridge.qga.shorektel. - |EI|5|

A delegate can schedule and manage conference calls for
you. Learn More...

Current delegates

jrubio@shaoretel.com

Add new. ..

Remove

Close |




Remove a Delegate

1. Inthe main window, select Tools, then Delegates.
2. Click on the delegate you want to Remove

3. Click Remove

4. Click Close

Invited to attend a conference

You will not see the conference on your Scheduled Conference tab. You will
have to join the conference from an email invitation or a Microsoft Outlook
calendar appointment (see Outlook Integration). Click the conference link
and follow the instructions.

Leading a Conference Call
Mute/Un-mute All Participants

To Mute all participants during a conference:
1. During the conference call, right-click on any participant.
2. Select Mute All Participants.

To Un-mute all participants during a conference:
1. During the conference call, right-click on any participant.
2. Select Un-mute All Participants.

Note: Leaders are NOT muted, only Participants, only Users that logged in
using Participant access code.

Note: Users added by Leaders as Ad-Hoc or via Dial Out join as Leaders and

will not be muted.

Active Talker - track & mute noisy phones

Active Talker assists the leader by indicating which phone is “noisy” by

. S s . .
showing sound waves I%g WEEERN  coming out of the phone icon. To
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mute on the

turn off this noisy phone simply highlight the noisy phone/attendee and click

%

indicated phone.

Mute all participants joining the conference call:

1. Click on the Schedule tab:
2. Open the Schedule a Conference form:

o For a new conference: Under | want to..., select Schedule a
Conference.

o0 For apreviously scheduled conference: Double-click on the
conference.

On the left, select the Conference Features.
Under Audio Conference, select the Lecture Mode checkbox.
Click OK.

Note: Leaders are NOT muted, only Participants, only Users that logged in

using Participant access code.

Note: Users added by Leaders as Ad-Hoc or via Dial Out join as Leaders and

will not be muted.

Start or Stop recording of the conference call.

ONLY conference leader can start or stop recording

Press ## 4, you’ll hear voice prompts.

Press 1, the conference call starts, continues or stops recording
Press 2, the call is not recorded, return to the conference call.

el N

Prevent participants from seeing each other

In some conferences, you might want to prevent participants from seeing each
other's names or sending messages to each other.

To prevent participants from seeing each other:

1. Schedule a conference call.



2. After the conference is scheduled, select the Conference Features
page, and then select “Don’t let participants see each other”.

How many callers can join a conference call?

Scheduled conference may require you to specify the number of callers that
you expect will join the audio conference. If more people try to join the audio
conference than the number you asked for, they may not be able to join. If
there are extra conference ports available when additional people try to join
the audio conference, the ports will be given out on a first-come-first-served
basis.

You cannot reserve conference ports for Reservationless conferences or calls
that you make on the spur of the moment (e.g., by double-clicking on the
phone icon next to a contact's name). Conference ports for these types of calls
are given out on a first-come-first-served basis.

Participating in a conference call, touch-tone
options
Mute your line during a conference

Press ## 1, you’ll hear two beeps.
Un-mute your line during a conference

Press ## 1, you’ll hear three beeps.
Hear a list of names (roll call) during a conference

If enabled for the conference, use roll call to hear the names of the conference
participants. The roll call feature prompts participants to record their names
as they join the conference. If roll call is not enabled, you hear the number of
callers in the call.

Press ## 3

Press 1 to repeat the list of names or number of callers
Press * to stop the listing

Press * to return to the conference

el N
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Dial out during a conference

1. Press## 2.

2. Dial the phone number making sure to enter all necessary
prefixes, area codes, and/or country codes.

3. Press#.

Keep the new call and return to the conference

1. Press **, you’ll hear voice prompts.
2. Press 1 to return to the conference with new call.

Drop the call (if there is no answer) and return to the
conference

1. Press **, you hear voice prompts.
2. Press 2, the call is dropped.

Start/Stop recordings
Recording a conference call

Call leaders may make audio recordings of conference calls. If a presentation
is made while the call is being recorded, you may watch the presentation as
you listen to the recording.

Note: Recordings are stored in the account of the person who owns the
conference. This means that if you start a recording it may not be in your
account, if you don’t own the conference. Also, you may find recordings in
your account that you did not make, if a recording was made of a conference
that you own.

Who owns the conference?

e For Reservationless or scheduled conferences, the owner is the
person who scheduled the conference.

e For spontaneous conferences, the owner is the first person to start a
recording, upload a presentation or request an access code.



Record a conference call from the conversation
window

1. From the conversation window, in the People panel, click the
Recording button ().

2. Toend the recording, click the recording button again.
3. For a list of your recordings, click the Recordings tab: ©

Record a conference call using your touchtone phone

1. During the conference call, press the pound key twice (##).
2. Press 4 to start or stop the recording.
3. You will be automatically returned to the conference.

Recorded conference call

Converged Conferencing allows the leader to make audio recordings of
conference calls and the associated presentation. A leader may watch the
presentation as s/he listen to the recording (Application sharing is not
recorded). Recordings are available only to the leader who made the
recordings and are stored via the leaders account.

Share a recording with others

The leader may send an email message that contains a link to the recording:

1. For alist of your recordings, click the Recordings tab © in the
main window

2. Right-click on the recording that you want to share, then select
Email Playback Instructions.

3. Anemail message will open that contains a link to the recording.

\Wav files (Recording)

The leader can save a recording as a .wav file:
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1. For alist of your recordings, click the Recordings tab © in the
main window

2. Right-click on the recording that you want to share, then select
Email Playback Instructions.

3. Anemail message will open that contains a link to the recording.

Delete a recording

1. For alist of your recordings, click the Recordings tab © in the
main window

2. Right-click on the recording that you want to delete.

3. From the pop-up menu click on Delete

4. Inthe dialog window click OK to confirm the deletion.

Play back a recording

1. For alist of your recordings, click the Recordings tab © in the
main window

Double-click on the recording that you want to listen to.
Select how you want to listen to the recording:
o If there was presentation made, click Play Presentation.

0 To play only the audio portion of the conference call on
your computer, click Play.

0 You may listen to the recording over the phone by dialing
the phone number and entering the access code shown at
the bottom of the screen.

Controlling a recoding your listening to over the
phone

If you’re listening to a recorded conference call through your phone, you may
use your telephone keypad to control the playback.



Your telephone keypad

Back up to Pause/ Forward
beginning resume to end
0 & O
vy
Back up Forward

1 minute 1 minute

Forward
10 seconds

Back up
10 seconds

O
© @
©

®
®

Contacts, creating, adding, groups
Add a contact

Contacts can be added to the Contact list either directly or via a search
of the Outlook/Exchange directory. Sometimes however, the name
configured in the server is different from the email address. With this
release, names can be added to the contact list from the server’s
configured users

1. On the main window click on the Contact icon 3

2. At the bottom of the screen under | Want to..., click Add a
Contact.

3. Select how you want to add the contact:

= By user ID: If another person has a ShoreTel Converged
Conferencing account, you should specify their user ID.
This allows you to use all available features.

= By phone number (speed dial): If you want to make calls
to someone who does not have a ShoreTel Converged
Conferencing account, you can add a contact to your list by
phone number.

4. Enter the User ID or phone number of the person you’d like to add,
and then click OK.
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5. To search for a contact, enter the first few letters of a user ID and
click Search.

Set up a contact group

1. In the main Contacts window, from the Tool menu, select Add a
Group.

2. Inthe dialog box that appears, enter a name for the group and click
OK.

Add contacts to a group

1. In the main Contacts window, right-click the name of a
contact and select Copy to Group.

2. Inthe dialog box that appears, select the group you want, or
enter the name of a new group and click OK.
Making phone calls and conference calls
Call a contact

1. In either the contact list or a conversation window, double-click
the telephone icon ﬁnext to the contact’s name.

Important! If the phone icon next to a contact’s name is redﬂ,
the contact is on another call. If you call them, you may reach
their voicemail.

2. Your phone rings.

Result: When you answer, the system places a call to the contact’s
current phone number.

Call several people at once

1. From the main contact list, hold down the CTRL key while clicking
on the names of the people you’d like to call.

2. Right-click and select Call from the menu.

3. Your phone rings.



Result: When you answer, the system places calls, one by one, to all
of the contacts that you selected.

Call all contacts in a group

1. From the main contact list, click the name of a group to select all
contacts in the group.

2. Right-click the group name and select Call.

3. Your phone rings. Result: When you answer, the system places calls,
one by one, to all of the contacts in the group.

Call someone who is not on your contact list

1. At the bottom of the main contacts window, under | want to...,
enter a phone number or user ID next to Call this number.

2. Click Call, or press Enter.

Result: When you answer the phone, a call is placed to the phone
number or user ID you entered.

Add someone to an existing call via GUI

From the main contacts window, double-click the phone icon next to the
name of a person you want to call.

Result: The new person is added to the existing call.

Add someone to an existing call via touch-tones
Note: Only leaders may place outgoing calls during conference calls.

To place a call during a conference call:
1. During the conference call, press the pound (#) key twice.
2. Press 2 to place a call.
3. Enter the country code and the phone number, followed by pound

(#).
Note: All phone numbers, even local ones, must be preceded by the
country code. For calls in the United States, Canada, and Caribbean
countries, you must dial 1 and the area code.
-13-
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4. To keep the new call and return to the conference:
= Press the star (*) key twice.

= When you hear the voice prompts, press 1 to return to the
conference with new call.

5. Todrop the call (e.g., if there is no answer)
= Press the star (*) key twice.
= After you hear the voice prompt, press 2 to drop the call.

Important! Adding in conferencing parties via Call Manager or via
your ShoreTel phone is not a supported method for adding
conferencing parties.

Send an instant message

1. Ineither the main Contacts window or in a Conversation window,
double-click the icon next to the name of the person you want.

Important! If the icon is red x the contact is offline and cannot
receive messages.

2. Inthe Conversation window that opens, type your message in the
bottom of the window.

3. Press Enter, or click Send.

Turning an instant message into a phone call

In either the main Contacts window or in a Conversation

1. To call a contact that is in an instant message conversation
window, double-click the icon next to the person name you
wish to call.

2. Your phone will ring
3. Once you answer your phone the system will call the other
party.

Important! If the icon is redz, the contact is offline and cannot
receive messages.



P
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Callback confirmations

Callback confirmations can help prevent conference attendees from
accidentally adding their voice mailbox or other inappropriate legs to a
conference.

A conference attendee may join a conference by typing a phone number into a
web page and then having the system call him or her back. Although this
usually works well, problems may occur sometimes. The attendee might enter
the wrong phone number, or the call may be transferred to voicemail before
the attendee can answer. This results in a voice mail recording joining the
conference.

If the callback confirmation feature is enabled for a conference, attendees
who join a conference by having the system call them back will hear a voice
prompt that asks them to press a key before they are joined into the
conference. If a call has been accidentally transferred to voice mail, for
example, it will not be joined into the conference because a live human must
confirm that the correct number has been reached.

Conference attendees will hear "Welcome to the ~ Converged Conferencing
conference center. To join press 1. To decline, press 2."

To enable callback confirmations:

1. Open the Conference Details page by double-clicking on the
conference.

Select Conference Features.

3. Under Audio Conference, select the checkbox that says Confirm
callbacks with a key press.

Dial out with prompt feature
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Leaders in a conference call may place outgoing calls to add new people into
the conference . By default, everybody in the conference will hear the
outgoing call as it is placed, while the phone rings and the new person
answers the phone.

If you don't want other people in the conference to hear the outgoing call as it
is placed, you may select the Dial Out with Prompt option. If you select this
option, the called party will hear a voice prompt that says "You have been
invited to a conference. To join, press 1. To decline, press 2". People who are
already in the conference will not hear anything until the new person has
accepted the invitation.

If the call is not answered, if it is busy, or if is answered by voicemail, the call
will not be connected to the conference.

By default, Dial Out with Prompt is not enabled.
Enable Dial Out with Prompt

1. From the conversation window, in the People panel, open the panel
menu by clicking on the triangle in the upper right corner.

2. Select Dial Out with Prompt from the menu. When the feature is
enabled, a checkmark will appear next to it.

3. When you place an outgoing call, the call leg will appear in the
People panel. You will not hear anything until the called party joins
the conference.

Sharing an application on your desktop
Use Application/Desktop Sharing to

e Enable others to edit an application file that is running on your
computer, such as a spreadsheet, a word processing file, or a diagram.

o Show others a file for consultation and discussion.

e Share your entire desktop.

When another person is viewing your shared application or desktop, you can
pass the application control to them and allow them to edit files that are on
your computer.

Share an application or your desktop



Note: To share applications or your desktop, you must use a browser that
allows ActiveX controls, such as Microsoft Internet Explorer. If you are using
Internet Explorer you will have to set your browser security settings so that
you can accept an ActiveX downloads, this requires Administrator rights. If
you have issues please check with your system administrator, or see your
browser’s online help for instructions on how to do this.

The first time you sign in to ShoreTel Converged Conferencing, you are
prompted to download:

« If you are using Internet Explorer, you click a menu at the top of your
browser window and select Install ActiveX...

« If you see a box that asks whether you want to install Audio Components,
you must respond Yes.
1. Start a conversation with the person or people with whom you want
to collaborate.

2. Inthe conversation window, under | want to..., select Share an
Application.

If you have not used application sharing before on your computer, you
will see a window that asks you to accept the Application Sharing
Components. Click Yes.

In the dialog box that appears, select the application that you want to
share and click OK.

The application that you selected is outlined in red while it is being
shared.

Use the application sharing toolbar to pause or stop sharing:

f,‘.‘ https:/ /bridge.shoretel.com;?action=d = |EI|£|

Application/Desktop Sharing Control Panel
Sharing: Inbox - Microsoft Outlook
oo o

Give control to: |d-n-a||ace@shorebel.cnm {Contraller) =]

To take control back:
% Any keypress or mouse dick

" This keypress: | =l +|F2 =]
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View someone else's shared application

Note: You must use a browser that supports either ActiveX (preferred)
or Java to view shared applications. (see Index for ActiveX requirements)

1. When someone in a conversation shares an application, a link that
says Show Shared Application appears in the IM panel of the
conversation window. Click this link.

People

Alex Gordon is sharing an
application. Show shared application.

[ |

o ﬂ Ales

2. You will have to wait a few minutes for the shared application to
appear. If you see a dialog box that asks if you want to accept a Java
applet, you must respond Yes.

3. If the person sharing an application stops sharing and then starts it
again, you may have to click the View Shared Application link
again.

Two people sharing applications at the same time

1. Click the Shared Applications tab.

2. If you do not see the Shared Applications tab, select View,
then Show Presentation.

3. From the dropdown menu in the upper right corner, select the
person whose application you want to view.

Presentations
Pre-load your presentation
1. To be able to pre-load your Presentation you must have already
added at least one Contact (see Contacts, creating, adding, groups)

Note: You need to have entered at least one Contact to be able to pre-
load a presentation.



2. Double click on a Contact

3. Inthe IM conversation window that appears (above), under | want

/2 https:/ feng-bridge.ga.shoretel.com/?action -1oO] x|

File View Actions Help

~|@ People (2)

-

Type your message here

Send

CadfiGaBa
B & pon wallace
B R test1

[ lca
@ Iwantto...
@ Invite a Contact

@ Email Invitations |
View Dial-n Number

# Upload an Attachment
® Make 3 Presentation
Share an Application

@ Start a Sidebar
Conversation

Last message received: 2:40 PM

to... click Make a Presentation.

4. In the window that opens, use the Browse button to select your
presentation file from your computer, and click OK.

Note: You may only present Microsoft Word, PowerPoint, or Excel files.
The file may take a few minutes to be ready for presentation, so it is
advised to you pre-load presentation prior to the meeting.

Show your presentation to others in the conversation

1. Click Start Presentation in the IM panel.
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File WView Actions Help

D You have uploaded a file (International
Beta program - definition V1 1.ppt). It wil be
ready for presentation shortly,

D Your presentation is ready, Start
presentation.

2. Your conversation window expands so that you can see your
presentation.

Result: If you do not see your presentation, your file may not have
finished converting into the Converged Conferencing presentation
format. This may take a few minutes.

3. Utilizing the control buttons at the top of the presentation screen
or standard scrolling capabilities you can move forward or
backwards through a PowerPoint slide show or work document.

Fie View Acions  Help
Jnmamlwedawbmm‘-__———___“_ Hide Sidebar @m
P 7 s A G E A
ool E- ool oo ‘) U R 0on Walace Lesder)
U & xmie
U R xae7
OhacaTal TE . Muvvamd Dldad.cn

4. Use the Stop button o to close the presentation

5. If others do not see your presentation, ask them to click the View
Presentation link in the 1M panel.

Attach a file to a conversation

1. In the conversation window, under I want to... open the Slides
& Attachments panel on the right side of the screen.

2. Click Upload. E

3. Use the Browse button to select a file from your computer.

4. Select the Attachment option button, and click OK.



Result: After the file is uploaded, all participants see the resultant file in

the Slides & Attachments ®." panel. If the file does not appear, try
clicking the Refresh icon.

Save an attachment to your computer

1. After someone uploads an attachment, a link (Right-click to save to
your computer) appears in the instant message panel of the
conversation window.

People
W alex Gordon has uploaded an i
attachment. Right-click o save ko & |
Wour compuker,
& 'ﬁ'g Aler

2. Right-click the link and select Save Target As..., or Save Link
Target As... (Depending on your browser). On a Macintosh, hold
down the Control key while you click the file name, and then select
Save Link Target As...

3. Select the location where you would like to save the file, and click
OK.

Control a presentation

If you control a presentation, you can:
e Select which file to present (if you uploaded more than one file for
presentation).
¢ Navigate through PowerPoint slides.

Presentations may be controlled by anyone with leader privileges.
Participants may not control presentations.
1. If you haven't already, start the presentation.
2. On the Presentation tab, use the toolbar controls to:
0 Start or stop the presentation
0 Select the file for presentation

o Navigate through PowerPoint slides
-17 -
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Delete your presentation

1. Inthe conversation window, open the Presentations panel on the
right side of the screen.

2. Select the presentation that you want to delete.

3. Click the Delete icon (#%) at the top of the panel .

Outlook Integration
Installing the Outlook Plug-in

1. Close Outlook
2. Open your ShoreTel Call Manager

3. From ShoreTel Call Manager click on Tools, then click on
Options, the following screen will appear.

I — E
foneeal Y

?:i‘:fmw ode Start Call Manager wihen vou logn o Windors
Stanvlard Ensble drag-and-drop Window srangetient
1n 8 Mastier
ot of oifes Coker schome:  Bun

Extended Absence
Custem
Cifics Anynhere
Find e
Veken Mol
Excalation
ook
Telepheny
Instack Messagin
Conferencing
“ehPhene
ideo
sounds
Larcuingn

o Cancel

4. Within the Options and Preference screen click on Outlook

5. Under Calendar within the Options and Preference screen check
Calendar and then click Install.

6. You will need to obtain the URL to your ShoreTel Converged
Conferencing server from your conference bridge
Administrator



Schedule a Conference Call via Outlook

3.
4.
5.

Prerequisite - complete the “Installing the Outlook Plug-in”
described above.

Obtain the URL to your ShoreTel Converged Conferencing
server from your CC Administrator

Open Outlook
Within Outlook click on Calendar
Click on New (create a new calendar appointment)

Note - there are two new tabs (Call Handling Mode &
Conferencing)

6.

Follow standard Outlook steps for creating a new appointment,
completed needed fields for the Appointment & Scheduling
tabs.

Via the Call Handling Mode tab select how incoming calls are
to be handled during this appointment period.

Select Conferencing tab

Check “This appointment includes a ShoreTel conference
call”, the following window will appear.

|l Save and Close | A¥Recyrrence... | G ovite Attendees | | B | X - - -_@B
Appointmert | Call Handing Mods | Conferencing I Scheduing |
I¥ This ppointment includes a ShoreTel conference call - ShoreTel Converged Conferendng Serdr: [eng-bridge.qa.shoreted,.com
- the following access codes and web links in invieations: ~ -
" Larler access code
¥ paticipant access code
© Efth Leader and Participant access codes
e’

' ShoreTel it iubiag veur [ a08-331-3325  (mEm)

Diak-in information

Phene numbers  x7072750 (Extension) or +1-408-952-1702 (Local dial in)
Leader code 0143098

Participant code 0153071

Web links for viewing presentations and joining toll-free

Leaders  hitps://eng-bridge.qa.shoretel.com/call/0143068
Participants  https://eng-bridge.qa.shoretel.com/call/0153071

Call features

Leader required ader does not have to be present for call to start.

Anngunce o not record and announce participants’ names.
callers

Billing information

Department |

Project |

10. When scheduling your first Outlook Converged Conferencing

call you will need to enter the URL for your Converged
Conferencing Bridge, obtain this from you CC Administrator.
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11. Select which access codes you want included with the
appointment...Leader only, Participant only or both.

12. Select if the Leader is required to start the conference call.

13. Select if you want or don’t want to have the system announce
participants’ names.

14. Click Send, an email is sent to the Conference particulars.
15. Your Conference is set up

Important! If changes are required Outlook will NOT automatically
update the time, date, nor other changes you make to a scheduled
appointment/conference. You must delete the original conference and
reschedule the conference via Outlook

Important! All meetings will be scheduled in the same time zone as the
Converged Conferencing server NOT as specified in Outlook.

Participating in a Conference Call set up in Outlook

1. ViaOutlook Calendar open the schedule appointment that
includes a conference call, a screen similar to the below
example will appear.

Appointment I Call Handling Mode: ] Conferending I Scheduling I Tracking I

‘ Mo responses have been received for this meeting,

To... | IJuan Rubio

Subject: Itest

Location: I

Start time: | Tue &/10fz008 j | 10:00 Am j I~ all day event
Endtime:  [Tue 61072008 = [ieooam |
¥ Reminder: |15 minutes j Wfiz| Shaw time as: I. Busy 'l

Meeting Warkspace... | ™ This is an online meeting using: IMicrosoft MHetMeeting j

|~~~~
A ShoreTel conference call has been created for this meeting.
Use either of the following to join the call:
Call ¥7072750 (Extension)
+1-408-962-1702 (Local dial in)

and enter the access code below
Participant code: 0173017

Or, click the link below:
Participant: hitps://eng-bridge. ga. shoretel. com/call017 3017




2. There are two methods for joining the conference call...

= Dial the provide telephone number and enter the needed
access code

=  Click on the URL link provided and the following screen
will appear

JFI|B Edit “iew Favorites Tools  Help

w (& Join aweb conference | |

& Shorelel

Converged Conferencing: Join a web conference

b I el.com Sign in with a different account
P To join the conference:

How do you want to join the conference?

@ Twant to join the web and audio conference. Here is my direct dial phone number:

+14083313325]
Enfer 2 plus sign (+) fefowed by the country/fegion code, the area/oiy code, and e phone
number (8.g., +16175551212)

" T only want to join the web conference OR 1 have already joined the audio conference,

Join the conference

3. There are two options for joining the conference call...

=  The system can call you...provide the phone number you want
the CC system to call you at and click Join the Conference

= Select “I only want to join the web conference OR | have
already joined the audio conference and click Join the
Conference
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