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About This Guide

This guide has been created to help user in installing and optimal use of Outlook
Conference Tool Bar. Here we will discuss the pre-requisites, download, installation
procedures and use of Outlook Conference Tool Bar.

This guide is protected with copyright. Any redistribution or reproduction of part or
all of the contents in any form is prohibited other than the following:

e You may print or download to a local hard disk extracts for your personal and
non-commercial use only
e only if you acknowledge the website as the source of the material

You may not, except with our express written permission, distribute or commercially
exploit the content. Nor may you transmit it or store it in any other website or other
form of electronic retrieval system.

Download the Outlook Conference Tool

You can download the Outlook Conference Tool from http://www.freenet.com/
using any standard web browser like Internet Explorer, Mozilla Firefox, Safari,
Netscape, Google Chrome etc.
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Installing the Outlook Conference Tool

Pre-requisites: This Tool Bar is optimized to work in below environment:
Operating System: Microsoft ® Windows®XP, Microsoft ® Windows Vista ©,
Office System: Microsoft ® Office Outlook 2003® or Office Outlook 2007®

Microsoft® .Net Framework 2.0 or newer

A. Before starting the installations please close the Outlook if it is running.

B. Double click on the downloaded OutlookConferenceTool.exe file and click on
“Install”.

Setup - Outlook Conference Tool 1.0 ' 10 x|

YWelcome to the Outlook Conference Tool
Setup Wizard

Thiz will ingtall Qutlook Conference Tool 1.0 on your computer.

(@ Freenet

It iz recommended that you close all other applications before
continuing.

Click Mest o continue, or Cancel to exit Setup,

[nztall I Cancel
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C. This will prepare the system for installation and next will ask your confirmation
for installation of some of the Microsoft Office Components. Click on “Install”.

E Outlook Conference Call Toolbar Sekup |

The fallowing components will be ingtalled on your machine:

Microsoft Office 2003 Primary Interop Azsemblies

Do you wizh to install these components?

|f you choose Cancel, zetup will exit.

[etall | Cancel I

D. On the next screen the installation will start, click on “Next” and follow the
instructions.

i'-“!:“ Outlook Conference call Toolbar - |I:I|5|

Outlook Conference Tool Setup m
.lll)

The ingtaller will guide you through the steps required to inztall Dutlook, Conference call Toaolbar on
Yaur carmpuker.

Cancel < Back
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E. After the installation is done you can start the outlook. You toolbar is installed
and will show in Outlook as below:

liv) Qutlook Today - Microsoft Qutlook
EEiIe Edit  View Go Tools  Actions Help

E,_f,ﬂﬂew - ygh gij]Sendeegei\re v | @ Search addressbooks - | (@) - E.@Eﬁ.;p- @ | H & | &y Q outlook:today

E@Login @ FREEnet = ﬁs:hedule Conference E}Live Conference Contral | @ -

Mail « || 28 Personal Folders - Outlook Today
Favorite Folders P
- Monday, January 03, 2011
L Inbaox
U=+ Sent ltems Calend Tasks
Mail Folders *

2] All Mail tems

B %’5 Personal Folders
(5] Deleted Items (5}
L7 Drafts [1]
= L5 Inbox

T

Logging in to Conferencing Account

A. Now you can login to your conferencing account by clicking on “” button at
right most side on the toolbar.

A User Login _lml =
-]

(@)FrREENCL

User ID : |

Password : |

I Subrmit I | Cancel

Forgot Passward?

Donot have an account? Mo problem, sign up here
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B. Do not have an account? No problem, Just Click on “Sign UP” and it will bring
you the signup page.
C. After login the toolbar will show something like below:

[~ Outlook Today - Microsoft Outlook
File Edit View Go Tools Actions Help
2 New - @ ;jSend;‘Regeive v | @} Searchaddressbhooks  ~ | (@) = i @ Back @ | 4 (4] | /3 Q outlook:today

(B} FREEnet~ | 7| schedule Conference | T3 Live Conference Control | @ 0 -

Mail « || 2 personal Folders - Outlook Today
Favorite Fold %
avor.le il Monday, January 03, 2011
-] Inbox
L= Sent Items Calendar e
Mail Folders

L] All Mail Items

] E_—,ff Personal Folders
+ (3] Deleted Items (5]
L7 Drafts [1]
=1 [ ] Inbox

1l PP

Features of the Outlook Conference Tool
The Outlook Conference Toolbar has below features:

A. Conference Help: Will give you all the features available on Audio Conference
for a Conference Host and Participants. The help window is available under
“FREEnet” toolbar menu.

B. Refer a Friend: Clicking on this button you can refer the service by email to
your Friends, Relatives or Business Associates. The option is available under
“FREEnet” toolbar menu.

C. Conference Schedule: The Toolbar gives you a option to send the conference
schedules to the participants just with on click.

D. Live Conference Status: This is a unique feature of the toolbar. Gives you the
status of your Audio Conference. There is a DOT at the rightmost on the
toolbar. If you are not logged in the DOT is Gray in color. After login it turns
RED and if you have a conference running it will be GREEN with a number.
The number shows: Number of callers in the conference.
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i~ Cutlook Today - Microsoft Outlook
FEile Edit  Wiew Go Tools Actions Help
2 New - ugh —ﬁ Send/Regeive ~ [l Search address books - | @ = &) Bac 29 2 fEY &) | outlookitoda

@ FREEnet ~ :ﬁ Schedule Conference ﬁ Live Conference Control ® 15 =

Mail « || 25t personal Folders - Outlook Today

Fawvorite Folders =

Monday, January 03, 2011

L Inbox

E. Live Conference Control: This is also a unique feature of Outlook Conference
Toolbar. By Clicking this button you will land on the Live Conference Control
page, and you can control you conference from here like: Conference Lecture
Mode, Conference Security, Conference Recording and Playback, Drop a
Conference, Mute / Un-mute a caller, Drop Caller, Past Conference Statistics
and many more.

Creating and Sending Conference Schedules

This feature you can use by clicking on the button “Schedule Conference”. This
will open up New Outlook Calendar Window with All Conference Information
“Pre-Filled” including the Dial-In number and Participant Code.

You can simply set the Date and Time of the conference and as you make in
any Outlook Calendar Meeting and choose your participant from your address
book (or enter the email address manually). Click on “Send” and your
Conference schedule will be sent to selected /entered participants email
address. On receiving the same they can save the Meeting schedule to their
Outlook, Google or Blackberry Calendar.
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’_"\. HY B3 e+ 5 Discussing the Project Plan - Meeting -aXx
Meeting Insert Format Text Developer "?)
ﬁ = ] Appointment 5% v %
=9 scheduling
Cancel Attendees | Options | Spelling
Invitation &5~ i i i
Actions Show Proofing

| Invitations have not been sent for this meeting. |

— To...
(="
Send Subject: IDiscussing the Project Plan

Account - | Location: IConference Room LI
Start time: [Mon 2/22/2010 = [#s7Pm x| T A day e
Endtime: [Mon 2/22/2010 | [e57Pm =l

Ll
Let's get together to discuss the agenda, please call Diak-in # XXKXXXXXKK., o
The participant code is: 50520.

Conference Touch Tone Controls

Following touch tone controls available from your phone for the Moderator in
the conference:

A *2 (Toggle) To Stop or Start Recording

B. *3 (Toggle) To Stop or Start Recording Playback

C. *5 (Toggle) To Stop or Start Lecture Conference (Listen Only)
D. *6 (Toggle) To Self Mute / Un-mute (Mute Your Line)

E. *7 (Toggle) To Start or Stop Conference Security (Lock|

F. *8 (Toggle) To Start or Stop Roster Playback (Participant Count)

Following touch tone controls available from your phone for the Participants
in the conference:

*6 (Toggle) To Self Mute / Un-mute (Mute Your Line)
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Conference FAQs

Who is the moderator?
A moderator is the organizer of the conference call. Using a special code, the
moderator opens the conference line, allowing other callers to dial in.

Who are participants and attendees?

A participant or attendee is anyone invited by the moderator to participate in the
conference call. Participants access the conference line by entering their participant
code, which is provided by the moderator in the invitation.

How does a participant access the conference line?
With our state-of-the-art system, connecting to a conference call is easy. Participants

simply:

1. Call the conference bridge number
2. Enter their pass code
3. Confirm the day, date, and time of the call

It is important that participants not call the conference bridge number early or at any
other time than that which is scheduled; access to the conference line is only available
as arranged for by the moderator. The correct pass code must be entered to gain
access.

What should be done to avoid echoing in the conference call?
In the rare event that echoing occurs during your call, there is usually an easy
solution.

e Be sure that all callers have connected using their own line; neither
participants nor moderators should use three-way calling during the
conference.

e In addition, each person should call in separately to maintain the high quality
of the teleconference line.

e If an echo occurs only while a particular participant talks, that individual
should hang up and reconnect.

Can the moderator end the call before scheduled?
At any time, the moderator can press “##” to end the conference immediately.

For More Information please visit http://www.freenet.com
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