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WELCOME TO GENESYS MEETING CENTER

Genesys Meeting Center is your perfect everyday business conferencing tool. Our award-winming
teclmology integrates fully-automated voice cnferencing with easy-to-use web conferencing and
desktop video, tuming your PC into a universal comumnications tool. Reliable and secure, you can
present PowerPoint® slides, share goplicatians, quiz and survey participats, lead a web tor, —dl
with the same impact ad results as in-person meetings. So you meet more productively and more

dten without the time and expense of travel.

Use Genesys Meeting Center for:

Sales Presentatians

s Training and e-Learning Programs

s Marketing Seminars

m Product Launches

s Compay Announcements

s Collaboration and Project Management

Below are some helpful hirt s for caxducting an ef ficient and productive Genesys Meeting

Center conference.

s Prepare in advance. To avoid meeting
celays, take time before the conference to
create ard upload arty resources you’1l
need for your meeting, such as
present atians, surveys or quizzes.

s Fnter the neeting early to ensure padticipats

can access your meeting at the scheduled
fart time. Give yourself a few mirutes to

open the meeting room and make sure all
necessary system components are loaded.

s When speaking, talk directly irto either a
headset or telephone receiver for optimal
clarity .

s Mite all paticipat s in non-collaborative
meetings to minimize background noise.

m Be conscious of participant camection
Speeds, as they may vary.Allow tine far
transition between slides.

s For optinel application sharing performence,
keep the nmumber of open windows to a
minimum.

s Use annotatimn tools ard include polling
and quizzes to prawote interactivity.

s To help participart s better uxerstand and
recall cotent, limit presentation meterials
to 6-7 lines per slide. Use larger-sized faits

» Prior to the meeting, all padticipants should
perform a browser test included in the
meeting irvitation to ensure their browsers
and operating systems are conpatible ard
that there are ro firewall issues.

m Be sure paticipants download the Meeting
Center Aplicatio pricr to your meeting if
they wish to use certain features such as
Presenter capabilities and the Meeting
Launcher.

Note: Yaur participant s are not required to
download the application to join your meeting.



1 WEB CONFERENCING

Use this as a guide for your voice and web meetings

Note: If you do ot to imstall the Qutlock Calendar tool,
GETTING click the Meeting ILauncher icon in your taskbar and
STARTED select Schedule a Meeting. In your anline acocount,
click the Schedule a Meeting buttan and follow the
steps through the scheduling wizard where you can

Trstall Meeting Center 4.0 also dnvite your Lotus Notes oontacts
To schedule and start web meetings, Start a Scheduled Meeting:
Moderator:

install the Meeting Center 4.0 , . . .
1= Click the Meeting ILauncher icon in your

taskbar and select Start a Meetirg.

2- (lick the specific scheduled meeting link.

3a- Select Yes if you wish to invite other
paticipant s to the meeting via MSN
Tt ant Messenger or email. Double-click

T r— |§:;_ - on participant (s) ard click Serd.
| R ] ::._h“_“':: 3b- Select No if you do ot wish to irvite

p— d . other participant s to the meeting.

4-  Select how you would like to join the

g ."1 — . voice portion of yaur meeting in the first
.o i Quick Start meru and click Contirue.
5  Selext wet yau walld like to o first when

- Gdotoww w.genesys.cc?m/ap/go/ . yar meeting begins (i.e. Show

goconferencing ad click an the Get it Presentation, Share Aplication, etc.) in

Now button. the second Quick Start meru and click
2 Simply follow the download wizard and OK.

you'1l have everything you need to Note: You can also start a scheduled meeting from

schedule and run ef fective anline meetings. your Outloock Calendar. Simply cpen the meeting in
your Qutlock Calendar and click the start the web

Schedule a Meeting e

P

Through Microsoft Outlook: = =
1- From Outlock, click the Schedule Meeting i
button in the Meeting Center Outlook® \ -
Toolbar under the Outlook Toollbar . \ /

2- Select the Appointment tab and select the
meeting time and participant names from
your Outlock” Address Book.

3 (lick Sed. Your paticipart s receive an
Outlock” meeting request with instructions
for meeting access.



Start an Ad hoc Meeting

1- Click the Meeting Launcher ioon in your
taskbar and select Start a Meetirg.

2- (lick the Ad Hoc Meeting button.

3a- Select Yes if you wish to invite other
padticipant s to the meeting via MSN
Tt ant Messenger or email. Double-click
on participant (s) ard click Serd.

3b- Select No if you do not wish to inwvite
other participant s to the meetirg.

4-  Select how you would like to join the
voice portio of your meeting in the first
Quick Start merm and click Contirue.

5  Select what you would like to do first
when your meeting stats (i.e. Show
Presentatian, Share Agolication, etc.) in
the second Quick Start mermi and click
OK.

Note: If you do not have scheduled meetings starting
within three hours, Step 2 above is eliminated. If you
Tealled the Qutlock Calendar tool, you can also click
the Ad Hoc Meeting button in the Meeting Center
Outlook® Toolbar to launch an instant meeting.

Participants Access:

1- If the meeting was scheduled in advance,
paticipant s clidk an the lirk provided in the
amil irvitatio to jain.

2- For instant (Ad Hoc) meetings, paticipants
go to www.genesys.con/asiapac and click
Participant. Participants will be prampted to
type in your Meeting Number and their
names.

Note: Moderators can also send a Quick Invite via

MSN Instant Messenger or email using the Meeting

Launcher or the in-meeting shortcut toolbar.

Participant s sinply clidk an the 1link to join the meetirg.

3- Participant s will be asked how they wish to
access the voice portion of your meeting
ard prampted to identify themselves if they
chose the options Alveady Dialed In or Dial
In Now.

Note: W eb conference room door remains closed and
paticipant s are sent to the waiting room until the
moderator stats the wvoice portion of the call or goens
the web door.

O

Y& Desktop Meeting Launcher

The Desktop Meeting Launcher is

autamatically populated to your taskbar when

yau install the Meeting Center ZApplicatim.

This user-friendly tool can be used for:

» 1-click access to schediled or Ad Hoc
meetings.

s Scheduling meetings.

s Joining meetings.

s Quickly sending irvites to email or MSN
Istant Messenger contacts

s Access to your Conference Manager
(online Genesys Meeting Center account) .



CONFERENCE

MANAGEMENT

Dial Qut to Participants

1- Click the Switch to Advanced button in the
Show pael.

2= (lick on the Dial OQut button in the shortcout
toolkar .

3 Enter the name and rmumber of the persom
to @all ar click the Address Book button and
select the previcusly stored participant from
yorr Address Book.

4- Click Dial.

Additional Security/
Close Door to the Meeting

The moderator can screen participats via the
waiting room then provide them access to the
meeting ane at a time.

= Fran the Participant panel, check/uncheck
the Close meeting room door to close and
open the meeting to attendees.

Note: By default the door to the meeting is Closed.

Connection Status

The moderator can see how participant s are
camected to the meeting by viewing the
Status colum in the Participants parel.

Status types include:
s Telephone

s Web
Telephone/Web
Streaming/Web

Note: Sort paticipants by Name, Emoticon or Status in
the Participant s parel by clicking an the gpecific
colum header.

Voice Status Icons

The moderator can always see the voice
fatus of the paticipant s in the Participant

q Standard Voice iom.
The participant (or moderator) is axrently
in the main voice meeting room.

LBl Active Speaker icon.
The participant (or moderator) is amretly
speaking, or it may indicate background
noise caning fram this line.

G Muted line icon.
The participant cannot be heard when



Mute/Un-mute Participants

1- Click o the Voice ian q rext to the
paticipat s name to mute or un-mute that
pacticipat.

2- You can also mute or un-mute al
participants at ance by clicking the Switch
to Advanced button in the Show panel and
selecting the Umute all or Mute all buttans
in the shortcut meru.

Q&A

The moderator can initiate a Q8&A session

where participant s request the right to spesk
by using their touchtane telephnes.

1- Click the Switch to Advanced button in the
Show pael.

2- Click on the Q&A icm gl from the dropdown
memu in the Unmute All outton in the dortate
toolkar . Yaur participant s will ke informed
that their lines have been muted.

3- Instruct your participart s to hit the b key to
indicate that they would like ask a question.

4 Click on the raised hard I+ in arder to give
the floor to the paticipat.

Note: Tre first partdcipant in line will have a highlighted
hand icon.

Contact Technical Support

s Click on the Help meru and select Dial
Customer Support.

COLLABORATION

& OTHER FEATURES

Show a Presentation

The moderator can easily show a
PowerPoint ™ present atim to participant s

Before the meeting
1- In your Conference Manager, uder
Resources, select Presentatiass.

2- Click Upload a Presentation.

3- Name the presentatian, then browse to
select the presentation you want to uplced.
Note: You can also Upload a Presentation from within a

Genesys Meeting Center web meeting. In the Show
parel, select Presentation and click Uoload.

In your meeting

In the Show panel, select Presentation ard
choose your presentation from the pull-down
merw. It will load autametically.

1- Click an the slide preview thudoails or
the forward and back buttans to navigate
through your present atian.

2- Click an the slide being displayed to
proceed to the next slicde.

Share an Application

1- In the Show parel, select File ar
Application and choose the application(s)
you would like to show to partcipant s
Check the application(s) to begin sharing.

2- Altenmatively, click Entire Desktcop to ghare
all applications gpen an your carputer.
Note: Yau can click an the application being shared to

hide the moderator control parel. Sinply click the

Meeting Center tab o the ridht side of the screen for
the aotrol parel to regppear an top of the gpplicatim.



Surveys-Quizzes-Polls

1- In your Conference Manager, fird Surveys,
Quizzes and Polls under Resources.

2- Click Create New Survey [Quiz/Poll] and
meke your selections.

3- During a meeting, click the Switched to
Advanced button and click on the Meeting
meru an the top of the interface. Select
Meeting Options, check Display Survey-
Quiz-Poll ard click (K. The Survey-Quiz-
Rall panel will gppear in the meeting
interface which allows you to display or
upload your surveys/quizzes/polls.

4- Ifter the meeting, review the results from
the Survey [Quiz] Sunmmary under Reports

Upload a picture or other image
to broadcast in a meeting

1- In the Conference Manager, oo to
Resources, then Images.

2- Click Upload Imaege and follow the upload
wizard.

3- During the meeting, to display the imege
click the Switdhed to Advanced button and
click on the Meeting meru an the top of the
interface. Select Meeting Options, check
Digplay Imege, select imege fram the pull-
down and click OK. The imege will be
displayed in the top right comer of the
meeting interface.

Broadcast live video of yourself
and/or other meeting participants

s In the Conference Manager, check Video
under Ad hoc Meeting, or under the Step 5:
Resources tab when scheduling your
meeting through the scheduling wizard.

Archiving

Click on the Meeting menu and click Record
Archive.

1- Name the archive, select Voice and/or Web
and click Record (allow up to 30 seconds
far the recoding to stat). The Archive
parel will then gopear in the meeting
interface.

2- To stop the recording, click St in the
Archive parel.

3- Af ter your meeting you will fird your
Archive in the Conference Manager, uder
Conferencing/Archives.

Note: Additianl dharges will goply.

Reports

Genesys Meeting Center stores detailed
repart s fraom scheduled and Ad hoc Meetings,
with information on duration of the meeting,
mumber of participant s, participant name
and/or telephone number, participant
camection type (voice, web, streaming), who
acoepted and declined the invitatiom as well
as Survey or Quiz results

s Click on the Reportstab in Conference
Manager to access meeting reports
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Start/Access a Meeting

Moderator: (Gldeal Access Method)

1- Dial yor Access Number

2- At the prapt, enter: b Meeting Number b

3- At the next prampt, enter: b Moderator PIN b

Participant s:
1- Dial yor Access Number
2- At the prapt, etter: b Meeting Number b

Moderator: (Direct Dial In Method)
1- Dial yor Meeting Number
2- At the prawpt, enter: b Moderator PIN b

Participant s:
1- Dial your Meeting Nuner anly

Dial Qut to Participants

Dial the paticipant’s telephone mumber preceded
ard followed by the b key.

Local:
b Telephone Nurber b

Intermaticnal:

b I Code + contry code + area code +
telephone nunber b

m To discamect the last nmnber dialed: b 2 b

m Redial last mmber: b3 b

Aditiomal Security/

Close Door to the Meeting

The moderator can close the door to the meeting &

any time to prevent access to the meeting room.

m Open conference but keep door closed:
brPIN+7Db

m Qpen/close meeting room door : b7 b

m let paticipats in, ae by ae from the
waitiigroom : b1 b
Three audible beeps will alert the moderatar thet a
participant is in the weiting roam.

Recording

You may start recording the meeting at any time.
m Activate recording mode: b 17 b

m Note the 6-digit Replay Code

Start recording : Dial 0

s BEd recording: b 17b or hang wp

VOICE CONFERENCING
_£%I “ Use this as a guide for your wvoice-anly meetings

Replay
A recording may be accessed at anytime after tte
meeting.
m Dial (Replay Number) - printed at the back of the User
Quide
m At the prompt, enter the Replay Code
m During replay, dial:
7 - skip kack 8 - pause/resume
9 - &dp faward 0 - retum to begiming
m End replay: Hang Up

Roll Call/Participant Name Capture:

Uom activation, patdcipats will ke prapted ©

record their names to be played upon conference

atry ad exit.

m Activate/deactivate roll call and name capture an
aprcalllesis: b7 b .

When Roll Call is activated, the following features

becore available:

m Previous Entrant Name Record: b 78 b (prompts
all participart s who entered room prdarto b 74 b
activatiom to record rames) .

m Conference Entry and Exit announcement
ootias: b 3 b

Note: Cycle through ammouncement options by

amtinuing to sslect b 73 b on your keypad.

m Roll Call - play names of each participant and
rurber in conference: b 007 b

Conference Security Code:

Provides additiamal security for meetings.

m Moderators select a 4 digit security code:
Eiter b 4xxxx b to set the code, where xxxx B
the 4 digit amference security code.

= Moderators use b 70 b to eddle ar dissble the
featire an a per call kasis. Wen the Cnference
Security code is activated by the moderator,
paticpats will ke prapted to eter the 4 digit code
to access the wvoice portian of the amference,
prefixed ard followed by the b key:

» PRarticipats are prapted to enter: b xox b

Other Useful Features

Mute/Un-mute all participats b 51 b
RParticipant Self-mute/un-mute: b 6 b
Deactivate/Activate Fntry ard Exit Tones: b 73 b
Activate/Deactivate Listen Only (Mute) with Q8A:
bs b

m Close the Meeting - end conference and
discarect all paticipats b 9 b

» Helpdesk support during meeting: b 10 b
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4" GENESYS MEETING CENTER

Asia Pacific Customer Support
» Technical Support during conference b 10 b

Australia : +61 (0) 3 9221 4777
Hong Kong : +852 2110 3231
Japan : +81 (0) 3 3505 3970
Malaysia : +60 (0)3 2168 8820
New Zealand : 0800 449 142
Singapore : +65 6235 5168

O Asia Pacific Replay Number

Australia : +61 (0) 3 9221 4752
Hong Kong : +852 2110 1294
Japan (Fglish) : +81 (0) 3 4560 4155
Japan (Japanese) : +81 (0) 3 4560 4156
Malaysia : +603 7712 4330
New Zealand : 0800 447 481
Singapore : +65 6415 4533

Altemarively, you may contact us et apcustomerservice@genesys.com

Training and Resources
mSion w for free ailire training:
http: //aptraining. conferencing. con/default .htm

<<= (Genesys Conferencing

W W W.genesys . com/asiapac



