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1 Introduction to Audio Conferencing and Zultys MXconference

Audio conferencing is a fast, efficient, collaboration tool that increases productivity while re-
ducing travel and other meeting expenses. It greatly enhances collaborative voice communica-
tions with multiple parties.

1.1 Zultys MXconference

Zultys MXconference™ is a Unified Communications option that operates on Zultys MX250 and
MX30 IP PBX systems. MXconference enables a person (the Conference Owner) to create ad
hoc conferences at will and to schedule planned, "Meet Me" conferences in advance. The fea-
tures and benefits of MXconference include:

0,

+* Provides an Integrated multi-party conferencing system service

0,

* Supports both Ad Hoc and scheduled conferences.

0,

+* User can schedule up to 16 conferences at any one time. Within an MX group, the User
can schedule up to 16 conferences on each MX node.

% Gives the Conference Owner control of the conference within MXIE software
»  Create an Ad Hoc conference
Schedule a Meet Me conference
Send out Invitations
Drag ringing phones, active calls and calls-on-hold into an MXconference session
View list of participants
Disconnect a participant from a conference

Record the conference

Add an MXmeeting Web conference to an MXconference audio conference

YV V.V V VYV V V V

Exit a conference without it being terminated

¢ Supports English (USA), English (UK), Spanish (Mexico) and Hebrew (Israel) languages
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1.2 Glossary

The Conference Owner is the person who establishes and manages a conference.

An inbound conference is a conference in which the participants need to call in to it to join.

An outbound conference is a conference in which the system calls the participants to join. The
current release of MXconference does not support outbound conferences

A Meet Me Conference is a scheduled inbound conference. Conference participants can be no-
tified in advance of the date and time of the conference and can be provided instructions on
how to join it in an electronically-generated invitation sent to them by the Conference Owner.

An Ad Hoc Conference is an unscheduled conference. User can 1) convert an existing phone
conversation into an ad hoc conference or 2) call in to the Conference Server and create an ad
hoc conference.

An inactive conference is a scheduled conference that is not in session.

An active conference is a conference that is in session with at least one connected participant
including the Conference Owner. No distinction is made in this User's Manual between an Ad
Hoc Conference and a Meet Me Conference when discussing an active conference.

A Once Conference is a conference scheduled for a single session.
An Ongoing Conference is a conference that will have recurring sessions scheduled.

An expired conference is a Once Conference in which the Scheduled Time and Conference Du-
ration have passed.
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2 MXconference Phone Service

2.1 Dialing and Referencing

2.1.1 Extension

For internal calls, the Conference Server is accessible via its extension. The sys-
tem supports two formats for dialing or referencing the Conference Server:

e Conference Server extension - the system routes calls to the Conference
Script, which then requests the conference ID from the caller.

e Conference Server extension followed by a Conference ID - the system routes
calls to the conference identified by the Conference ID.

2.1.2 Alias

For internal calls the Conference Server is accessible via its alias (SIP address)
MX.Conference. The system supports two formats:

e MX.Conference — the system routs calls to the Conference Script, which re-
guests the conference ID from the caller.

* MX.Conference.<Conference_ID> — the system routes calls to the conference
identified by <Conference_ID>.

2.1.3 DID

For outside calls the Conference Server is accessible via its DID (if configured).
The system always routes outside calls to the Conference Script, which then re-
guests the conference ID from the caller.

2.2 Conference Call Script

The Conference Call Script is a small, interactive voice application which allows the caller either
to join an existing conference by entering the conference ID using DTMF tones, or else to create
a new, ad hoc conference by pressing the [*| key. Any call to the Conference Server that does
not embed a conference ID in the dialing number or SIP address ends up at the Conference Call
Script.
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The |*] option for creating a new conference is available only to the caller if one of the following
conditions is met:

= A call is made to Conference Server from an internal phone associated with exactly one
MX user.

A call is made to Conference Server from a bound external phone and that call has been
initiated from within MXIE.
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3 Meet Me Conference

3.1 Scheduling a Meet Me Conference

1. Click on menus Conference -> My Conferences, OR click on % toolbar button.

' MXIE User- jdoe

¥ MXIE User: jdoe

e nckens Ciniene Vet
BOESC =B 2E
IO ® l"'l ﬂ '1' ':':E":' 'lf_:.,\' ||:| Type a note

¥ My Conferences - Jo... [H[=]

There are no conferces to show

@ Schedule new conference

2. Click Schedule new conference

MXconference: Administrator Manual (0000000XXX)/Revision 3 3/12/2010
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3. The Schedule Conference window opens

i My Conferences - Jo... [lj[=]

* schedule Conference - John Doe [ 2|

Corference IY  B479-7635

Name |Conference 8473-7635

Type [Once =l
L Date/Tme 05032010 ] | [oafE an 2
Duration [30min =
Web Collaboration | None =l

End call when host leaves W

Schedule Cancel

The Conference ID is automatically generated by the system.

4. Name: Enter the conference name as you want it to appear on your conference
invitation

¥ Schedule Conference - John Doe EE

Corference |0 8479-7635

MName IGuarterI'_.r Business Plan

Type [Once =l
Date/Tme 05032010 2] | [03:15 Am =
Durstion [30mn =
Web Collaboration | MNone =

End cal when host leaves W

Schedule Cancel
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5. Type: Select if this is a Once conference or an Ongoing conference from the dropdown
menu.

6. Date/Time: Indicate
7. Duration: Indicate

8. Web Collaboration: Select None, MXmeeting-Interactive, or MXmeeting-Seminar from
the drop down menu.

Note: The Web Collaboration option is enabled only if MXmeeting client v. 4.0 or greater
is installed on the same Conference Owner's PC that is running MXIE.

9. You can choose to have the conference end when you exit it, or else have it continue. If
the box is checked, the conference will end upon your exit. If unchecked, it will continue
after you exit.

10. Click the Schedule button

11. The My Conferences window reappears with the new conference listed.

¥ My Conferences - John Doe =]
Quartery Business Plan -~ IE
BAT3-7635 30 min | Man 9:14 AM
@ Schedule new conference
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3.2 Editing Conference Data

1. The Conference Owner is the only one who can edit a conference.

2. Click on menus Conference -> My Conferences, OR click on @ toolbar button.

= MXIE User: jdoe

e My Conferences - John Doe
scheduled

Quartery Business Flan v B
BAT9-7R35 30 min | Mon 5:14 AM

@ Schedule new conference

3. Click on the conference name.

4. Click on drop down menu button
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5. Click on Edit

* My Conferences - John Doe Hi=]

scheduled
|

Quarterty Business Plan
B4AT9-7635 30 min | Mon 9:

@ Schedule new confe

6. The Schedule Conference window opens

¥ Schedule Conference - John Doe EE

Corference |0 8479-7635

MName IGuarterI'_.r Business Plan

Type [Once =l
Date/Tme 05032010 ]| [0a:15Am =
Durstion [30mn =
Web Collaboration | MNone =

End cal when host leaves W

Schedule Cancel

7. Edit data
8. Click on Schedule button

9. The conference data has been modified.
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3.3 Deleting/Ending a Scheduled Conference

Technical Publications

L&

1. Click on menus Conference -> My Conferences, OR click on = toolbar button.

2. Click on the conference name.

e My Conferences - John Doe

I [=] E3

Guartery Business Plan
BAT9-T635

a "
30 min | Mon 9:14 AM

@ Schedule new conference

3. Click the Delete button

e My Conferences - John Doe

IS [=] E3

v}
30 min | Mon 9:14 Alasg

@ Schedule new corference

4. The system deletes the conference. If the conference is active, the system disconnects
the participants first and then deletes the conference.
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3.4 Sending Conference Invitations by E-Mail

1. Click on menus Conference -> My Conferences, OR click on % toolbar button.

*¥ My Conferences - John Doe [_ | O
scheduled

(uartery Business Plan v |
BAT9-7R35 30 min | Mon 5:14 AM

@ Schedule new conference

2. Click on the conference name.

3. Click on drop down menu button

* My Conferences - John Doe Hi=]

scheduled
|

Quarterty Business Plan
84797635 30 min | Men 9:

@ Schedule new confe

4. Click on Invite
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5. MXIE opens your default e-mail client software and supplies it with the text of the
invitation using the invitation template installed on the system by the Administrator. If
your default mail client is Microsoft Outlook®, MXIE also generates an Outlook calendar
event.

Below is an example of a generated invitation --
Please join my conference call.
Subject: Quarterly Business Plan

Date: Monday, May 12, 2010
Time: 9:00 AM EST
Duration: 45 minutes

At the scheduled date and time please call - 1 (555) 222-4567.
Internal participants please call ext. 202

When prompted, enter the following Conference ID: 7921-4795-#.

View the MXmeeting Web conference session at: http://mxmeeting.zultys.com/join?id=7921-4795

6. Complete the e-mail by indicating your participants and sending it.
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3.5 Sending Conference Invitations by Instant Messaging

1. Click on menus Conference -> My Conferences, OR click on % toolbar button.

*¥ My Conferences - John Doe [_ | O
scheduled

(uartery Business Plan v |
BAT9-7R35 30 min | Mon 5:14 AM

@ Schedule new conference

2. Click on the conference name.

3. Click on drop down menu button

* My Conferences - John Doe Hi=]

scheduled
|

Quarterty Business Plan
84797635 30 min | Men 9:

@ Schedule new confe

4. Click on Invite via IM

MXconference: Administrator Manual (0000000XXX)/Revision 3 3/12/2010
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5. The User Lookup window is opened.

= User Lookup

1O
Group Recipionts
) John Dos () Misha Frankdin
() Misha Frankin () Nancy O'Hara
.;'_:'/‘. Nancy O'Hara () Sally Jones
. Sally Jones
Search for I =

6. You have access to all your directories including your Buddies List, MX Directory and
Local Address Book.

7. Drag the conference participants into the Recipients panel.

8. Click OK.
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9. Your MXIE IM window opens and you can edit the text as you wish.

¥ TM with Sally Jones, Simon Tutt  [j=]

¥ B

I
Duration: 30 :I
Mt the scheduled date and Send |

time please call -
Intemal participants please
call - 200-847%-7635

If prompted, enter the
following Conference |D:
8479-7635, followed by Hhkey.

-

10. Click Send.

3.6 Starting Your Meet Me Conference

Starting a Meet Me Conference initiates a call to the conference server via your bound phone
and, if MXmeeting Web collaboration is enabled, starts the MXmeeting client.

1. A Meet Me Conference can be started no earlier than 15 minutes before the conference
Start Time

MXconference: Administrator Manual (0000000XXX)/Revision 3 3/12/2010
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2. Click on menus Conference -> My Conferences, OR click on %‘] toolbar button.

by My Conferences - John Doe [_ | O
scheduled
BAT79-7635 30 min | Mon 5:14 AM

@ Schedule new conference

3. Click on conference name.

4. Click on drop down menu button

5. Click Start

¥ My Conferences - John Doe | _ O] =]

scheduled

Guartery Business Plan
84797635 30 min | Mon 5:

@ Schedule new confe

6. MKXIE displays an MXconference call session in your session panel and identifies the
Conference ID number in the lower left-hand corner.

MX_Conference(200) 00:30 (X
‘w
24797635 Quartery Business Plan il
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7. You can choose to have the conference end when you exit it, or else have it continue. If

the box in the lower right-hand corner is checked @ , the conference will end upon
your exit. If unchecked, it will continue after your exit.

8. If Web collaboration is enabled for this meeting, the MXmeeting log-in window also
appears.

Sign in to host a meeting:
Mesting Server Address

[’rwmdmZaMcom

Emal Address

Password

M Remember Me

9. Sign in to start the Web conference.

Note: a participant will be unable to join the Web session part of an MXconference
until the Conference Owner has signed into that Web session first!
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4 Ad Hoc Conference

An Ad hoc conference is an unscheduled audio conference. A User can create an Ad Hoc Confe-
rence either by a call from the user's phone or, using MXIE, by converting an existing phone
conversation into an Ad Hoc Conference.

4.1 Creating an Ad Hoc Conference by a Call from a Phone

1A. In MXIE, click menus Conference -> Conference or click on gf’ toolbar button

' MXIE User- jdoe

OR

1B From your phone, call the MXconference extension number.
2. After hearing the prompt, press |*| to begin a new conference.
3. A conference ID will be generated and verbally stated.

4. Press |1 to start the conference

4.2 Converting a Phone Call to an Ad Hoc Conference

1. In MXIE, click menus Conference -> Conference, OR click on ?1‘ toolbar button, OR
right-click on the session header and select Create Conference.

2. The call session is changed to an MXconference session with a generated Conference ID.

MX Conference(202) 02:10 [X]

On Hold iy

0131-0084 &2 B
Saly Jones
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3. As the Conference owner, you can choose to have the conference end when you exit it

or else have it continue. If the box in the lower right-hand corner is checked @ , the
conference will end upon your exit. If unchecked, it will continue when you exit.

MXconference: Administrator Manual (0000000XXX)/Revision 3 3/12/2010
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5 Managing an Active Conference
5.1 Adding People to an Active Conference

1. When participants have joined an active conference, they are listed in MXIE below the
MXconference call session header.

MX Conference(200) 16:20 [X]
[111]
b
84797635 Quarterly Business Plan R
Marvin Berger
Sally Jones

2. Anyringing call, active call, call on hold, or multiple calls that are displayed in several
MXIE call sessions can be added to an active conference.

3. To add ALL eligible calls to a conference, click on the gh toolbar conference button.

4. To add a SPECIFIC call, right-click on the call session and select Transfer to Conference
<Conference_ID>.

5. To add an additional person during an Active Session, call that individual.
6. When the phone is answered, either drag the call into the active MXconference call ses-

sion or else click on the gb toolbar conference button.
5.2 Disconnecting a Participant — Conference Owner Participating
1. Right-Click on participant name to bring up pop-up menu

2. Either click on the "x" control icon next to the name or else right-click and select Discon-
nect party from the pop-up menu.

Sally Jones
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5.3 Disconnecting a Participant — Conference Owner Not Participating

1. You can terminate a participant at any time whether you have left the conference or
have not yet joined it.

2. Click on menus Conference -> My Conferences, OR click on @ toolbar button.

3. Click on the conference name.
3. Right-Click on participant

4. Either click on the "x" control icon next to the name or else right-click and select
Disconnect party from the pop-up menu.

* My Conferences - John Doe [_ [O]
scheduled

Marvin Berger
4 | Sally Jones

MXconference: Administrator Manual (0000000XXX)/Revision 3 3/12/2010
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5.4 Enabling Encryption and Call Recording

When the Conference Owner right-clicks over the MXconference call session header it
brings up the Call Session Control pop-up menu for selection.

[rl Trreizr

Encryption — Enabled when the Conference Owner's phone set supports encryption
Record — Enabled when the Conference Owner has Call Recording privilege
Hold

Disconnect
5.5 Adding an MXmeeting Web Conference to an Active Conference

If MXmeeting client v. 4.0 or greater is installed on the Conference Owner's PC, an MXmeeting
icon is present in the MXconference call session header.

13:05 (X

==

— 2

1. To add an MXmeeting Web conference to an active audio conference, click on the
MXmeeting icon.

o
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2. MXIE displays an MXmeeting pop-up menu.

el

3. Select the type of meeting being added: MXmeeting - Interactive or MXmeeting - Se-

minar. Upon selection, MXIE launches the MXmeeting client in its Hosting a Meeting
mode.

4. The MXmeeting sign-in window appears.

MXmeeting HE

MXIE always starts the MXmeeting client in default mode. This mode is where the

MXmeeting client provides the same authentication information that was used in the
previous successful log-in.

Note: A problem may occur If the User routinely accesses MXmeeting Web meetings
that are scheduled on more than one MXmeeting appliance. Zultys recommends not
using the MXIE/MXmeeting integration capability in such circumstances.
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5. Signin to the Web conference.
6. Once the Conference Owner has signed in to MXmeeting,

a. Instruct those MXconference participants that ARE using MXIE to click on the
MXmeeting icon in their call session header.

<

MXIE launches the MXmeeting client in its Join Meeting mode and the partcipants
can join the MXmeeting conference.

b. Instruct those MXconference participants that ARE NOT using MXIE, to enter
MXmeeting's server address into their Web browser, click the Join Meeting icon,
enter the voice conference ID as the Meeting ID, insert name, and click the Join
Meeting button.

Join Meeting

Meeting ID: 10857410

Your Mame: (the name shown in the meeting)

MXconference: Administrator Manual (0000000XXX)/Revision 3 3/12/2010
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6 Participating in a Conference
6.1 Calling into an MXconference Audio Conference

A person joins an active conference by connecting to the MXconference server and providing it
the Conference ID number. There are several ways to do this:

1. Call a direct inward dialing (DID) phone number assigned to the MXconference server.
From the MXconference voice prompt, enter the eight-digit Conference ID followed by

[

2. Call the MXconference server's extension number. From the MXconference voice
prompt, enter the eight-digit Conference ID followed by @

3. Call the MXconference server's extension number followed by the conference ID to
connect directly to the specified conference:
<conference_server_extension> <conference_ID>

@
4. In MXIE, click on the @ toolbar button. From the MXconference voice prompt, enter
the eight-digit Conference ID followed by|§|

5. In MXIE call: mx.conference.<conference_ID>
6.2 Signing into an MXmeeting Web Conference as Part of an MXconference

A person joins the Web conference part of an active MXconference audio conference by
signing in to MXmeeting.

Note: a Participant cannot join the Web session part of an MXconference until the
Conference Owner has signed in to that Web session first!

a. One access method for those MXconference participants that ARE using MXIE is to
o

click on the MXmeeting icon %' in their MXconference call session header.

13:05 [

=

— 2
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MXIE launches the MXmeeting client in its Join Meeting mode.
b. A second access method is to click on the URL shown on the conference invitation.

The sign-in window appears in the participant's Web browser. The Conference ID is
automatically shown. Participant enters name, password (optional) and clicks Join
Meeting.

c. Athird access method for those MXconference participants that ARE NOT using
MXIE is to navigate to MXmeeting's server address within their Web browser.

Click the Join Meeting icon, enter the voice conference ID as the Meeting ID, insert
name, and click the Join Meeting button.

Join Meeting

Meeting ID: 10857410

Your Mame: (the name shown in the meeting)
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7 Phone-Based Outbound Audio Conferencing in MXIE

Software versions prior to MX v.5.2, MXIE had a Conference command that allowed Users to
initiate an outbound conference from a compatible phone bound to MXIE. With the release of
MX v. 5.2, this command has been moved under the Conference Menu as Phone-Based Confe-
rence.

In MXIE, click menus Conference -> Phone based Conference

¢ MXIE User: jdoe

Software versions prior to MX v.5.2 also had a Conference icon on the MXIE toolbar that
referred to the old Conference command. This icon now is used to refer to MXconference.

2

A replacement icon has been added to the toolbar as a shortcut for Phone based Conference:

do-
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8 Troubleshooting
8.1 Participant Is Unable to Join Audio Conference
a. The number of MXconference concurrent user licenses has been reached
b. System Resources have been exhausted
8.2 The Schedule Button Is Grayed Out in My Conferences
A User is limited to 16 scheduled conferences and that limit has been reached.
8.3 Participant Is Unable to Join Web Conference as Part of an Audio Conference

Conference Owner must first start the Web conference before participants can log in.

8.4 There Is No Web Collaboration icon on MXconference Call Sessions Header in
MXIE

MXIE enables the Web Collaboration option only if the MXmeeting client v. 4.0 or greater is in-
stalled on the same User's PC that is running MXIE.

8.5 The Conference Voice Script Is in the Wrong Language

The conference voice script does not support the language associated with the call. At this time,
these four languages are supported: English/US, English/UK, Spanish/Mexico and He-
brew/Israel.
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