Conference Scheduling
Assistant User Guide

Audio Conferencing

Conference Scheduling Assistant (CSA) is an online tool that allows you to view, schedule, and modify
reserved meetings, as well as Instant Meeting Subscriptions. The intuitive set-up process walks you through
the tool step-by-step; allowing you to schedule conferences with ease.
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To begin using Conference Scheduling Assistant (CSA)

1.  Go to www.e-meetings.verizonbusiness.com
2. Launch Conference Scheduling Assistant from Leader Tools or click or the “Conference Scheduling

Assistant” link
3. Enter your login name and password

H B [Us Engisn v |
VerIZOI‘I‘/ Conferencing 2

Home Manage My Meetings  LeaderTools  Product & Services  Resources  ContactUs

Audio Conferencing y
Verizon Audio Conferencing enables real
time communication and can supports any
size meeting - from three to three thousand.

Audio Conferencing Net Conferencing Events Verizon understands the need to
nnected, especially in

Go Green with Conferencing Services from Verizon difficult times. Learn about how
. . e N B N . . . we're responding to COVID-19

It's everyone's responsibility to consider the impact their actions have on the environment. One of the easiest

ways your organization can help is to choose conferencing over travel, where possible.Use our conferencing

calculator and see for yourself how choosing conferencing over travel can help reduce both your organization's

CO2 emissions and its travel expenses Login

Learn More
wer:[ ]

On Demand Conference for Small & Medium Business

Choose audio-only or add web conferencing for a more productive meeting. Buy a Password \:I
single conference or a monthly subscription. Start meetings anytime. No Quick Access:
reservation needed. No special equipment. All you need is a phone, a PC, and an

Internet connection. Use a Credit Card to schedule your call

Buy Now Need to Register?

Forgot Password?

Conference Scheduling Assistant
Qur new online scheduling tool makes booking or changing an attendant or un-
A, attendant audio conference a snap. Waorks for instant meeting subscriptions, too.

#}‘ '%?‘Q Try It Now

4. Once you log in, click on Schedule New Conference. The ‘Type of Conference’ section opens.

Conference Scheduling Assistant

Current Conferences Completed / Cancelled Refresh List

From:[08117/2022 || Te:[09n72022  |7H B augio  [PELEIIED

There are no current conferences at this time.

Schedule New Conference

5. Choose who will be the leader. If you will be hosting the meeting, choose ‘Leader’. If you are setting up a

meeting for someone else, select ‘Not Leader’
e The ‘Search for Leader’ window opens. You must enter First Name, Last Name, and correct email

address. Click Search for Leader.
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http://www.e-meetings.verizonbusiness.com
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B Type of conference

Will you be the leader for the conference?

Search for leader

Please enter the name and email address of the leader.

First name:

The following leader(s) has been found:

First name Last name Email
@ MARLYN . +

*The selected leader will be added to the lzader list on the "Select Leader” tab.

B Select Leader

6. Select the option you need for operator assistance.

e Type of conference

Will you be the leader for the conference? @ Leader ) Not Leader

Wil you need operator assistance? @ Operator assisted ) No operator

7. Select the appropriate frequency — one time, recurring, or multiple conferences. The following screens will
change depending on your selection.

e If you select Recurring, you have the option to select the appropriate frequency.
e If you select Multiple Conferences, you have the option to ‘Add Another Conference’.

*"“ B Type of conference

Wil you be the leader for the conference? @ Leader @ Not Leader
Wil you need operator assistance? @ Operator assisted  (_/  No operator
VWhat will the frequency of your conference(s) be? @ onetime © Recurring series 9] Multiple conferences 2417 reservationless

In this example we’ll explore the steps to schedule a one-time call.
8. Select the date and time of your conference and select the duration.

9. Indicate how participants will access your conference: Will everyone call in? Or will some or all of the
participants need to be called by an Operator?

e If you or your participants need to be dialed out to, the screen updates dynamically to allow you to
enter the participant’s names and phone numbers.
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L B Attended - One Time

Logistics @

‘What is the date and time for your conference? 1273142011 El 04 v 13 = PM ~w CENTRAL TIME -

D ASAP Call (vour call will start within 20 minutes of submitting this request. )

‘What is the expected duration of your conference? 01 = @00 -
e e () Diatin on{ () Operator Dial-Out Only () Combination
conference? - - -
Company ID 12“ﬂ
lom oo WS L
‘Who should an operator dial out to join the conference? Leader Participant
Fealti

) Dial Leader First ") Dial Leader Last

Leader First Name Leader Last Name Leader Country Code Leader Phone Humber
OLGA CUSTOMER 1

) Add Participant

In this example, everyone will be calling in to the conference.
10. Select Dial In and enter the number of participants.

11. Next, indicate the kind of phone numbers that you need. This screen will vary based on the preferences of
your company, and your home region.

NOTE: This example shows a U.S. based customer who can schedule U.S. phone numbers, but can also add
Global Access numbers. You may, or may not have that option available to you.

12. Please note that if you do select a Toll number, enter at least 1in the ‘Number of participants using the US
Toll number’ field.

'
-
r

B Attended - One Time

Logistics =

What is the date and time for your conference? 12/3172011 ) 04 »:15 + PM w CENTRALTIME -

(] ASAP Call (Your call will start within 20 minutes of submitting this request.)

How would you like participants to dial into the confer .wce? ¥ uSTolkFree [V] US Toll (also available for international users) ] GlobalAccess [ ] WNET

What is the expected duration of your conference?

How would you like your participants to access your

pisk e F) Operator Dial-Out Only ) Combination

How many dial-in parficipants. wil be joining?

Number of participants. using the US Toll nu 5‘

T

Q text
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13. If your company allows Global Access numbers; you'll be presented with a screen allowing you to choose
the numbers you need for your meeting. Choose the numbers you need. You still need to enter the number of
participants using a US Toll number.

Country | City
["] select Al Toll Locations

Toll-Free Country [ City Tell Toll-Fr e Toll-Free

[ select All Toll-Free Locations

Country I City

b - )  GREECE &) ) « PERU
Dc * AUSTRALIA B * HONG KONG B = * FHILIPPINES
ADELADE 0 « HUNGARY B | * POLAND
- BRISBANE (| + INDIA * PORTUGAL
H - CANBERRA B -HDRA B * RUSSIA
= MELBOURME B - MDA B B * SAUDI ARABIA
- PERTH B - MDA C [ * SINGAPORE
- SYDNEY' a » INDONESIA B * SLOVAK REPUBLIC
[ * AUSTRIA 0 & * IRELAND IZl Icl * SOUTH AFRICA al
(the dai * BELGIUM [ [ * ISRAEL | * SOUTH KOREA [
* BRAZIL ] & * TALY | I * SPAIN [l
* CHLE [ + JAPAN o) « SWEDEN [
LY TS A - DSAKA [l * SWITZERLAND lal
oukdys - CHNA A & - TOKYD F « TAKVAN ]
mce? = =
- CHNAB B * LATVIA B * THAILAND lal
B OR L coLonsis B « LUXEMBOURG B « UNITED KINGDOM B
ouldyo *CZECH REPUBLIC B B * MALAY SiA ] - BIRMINGHAM
i » DENMARK B B * MEXICO B - GLASGOW
- ESTOMIA B . J;f;"m“ww & -LEEDS
0 nanp & & - MEXICO CTY Bl -LONDON
* FRANCE & - MONTERREY ] - MANCHESTER
B -LYON [ « HFTUES! ANDS F o} « URUGUAY
- MARSEILLE [ ] B - USA
- PARIS 0 B « VENEZUELA
* GERMANY O B ]
Humber of participants using the US Toll number? s

14. Click ‘Next’ or open the Features window. There are a few features you must select before you can submit
your reservation request.

| X
* B Attended - One Time
Logistics &
What is the date and time for your conference? 12312011 E] 04 w115 = PM v CENTRAL TIME -

:J ASAP Cal (Your call will start within 20 minutes of submitting this request. )
What is the expected duration of your conference? 01 »:00 =

How would you ke your participants to access your

e Torence? @) Diakin Only ) Operator Dial-Out Only ) Combination

How many diakin participants will be joining? S0
How would you ke partk to dial into the V] usTorfree [¥] US Tol (also avaiable for international users) || Giobal Access | g
Number of participants using the US Toll number? 5|

Company ID 12345 \/
Y
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15. The features are broken up into a few sections: Before the Conference, During the Conference & After the
Conference.

o

Features o
>» Before the Conference

>> During the Conference

>> After the Conference

>> Online Capabilities

(B cancer MY submt |

16. You MUST complete the ‘Before the Conference’ features before you can Submit your reservation.

17. Make the appropriate selections.
e |f you don’t need any additional features, click Submit.
e To add additional features, click Next or Expand the remaining feature sections.

Conference Scheduling Assistant

Conference List

Type of conference

- Attended - One Time

Logisties

Audio Features =
>> Before the Conference =

Hov would you like your particinants to be joined ta the ®

conference? Numeric Passcade

Will you be using PIN Eniry Plus for this conference? O ves O o

‘What entry method would you like participants to use when

joining? ! pere O Tone ot O siententry O Musicon Hold  Announced ' Tone and Announce

Platinum Premier @ ves O Mo Additional charges may apply,please contact your Meeting Manager for more information

ook ] er ]

18. Click Submit to schedule the meeting. You will receive an on-screen confirmation.

19. Click OK to return to the Conference Scheduling Assistant main page.
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Conference Scheduling Assistant

You have selected Premier features for this conference, A you to discuss for
those features and to ensure the success of your conference.

Type of conference: Premer One Tme

Confirmation number: 3229876

Leader name: JANES CUSTOMER

Entry Type: Music o1 Hold

Phone number:
Country City  Toll-free Toll
usa BE00CI000 163030060000

Passcode: Eamings
Festures List
T [Meotng Manager
2 Listen Only
3 Participant Screening
« laza
5 Meeting View

6 | Conference Monitoring
7 [instant Replay

8 | Conference Recording
3 |Participant List

16 WetConterence

Toview all for th 1 i lick here.

Calls must be cancelied at least 30 minutes prior o the start time 10 a,

ellation fees.
~ -

CRCEERDE (R CRERC G

20. Your reservation will now appear on the main page and the process has been completed.

21. To modify/cancel the conference at any time, click on the appropriate option below.
Conference Scheduling Assistant

D o

From:|0307/2011 |[5] 1e:/0s072011 |TF (B EIEETS

Start a| Conference | Leader Confirmation | Meeting Phone Participant | Leader
Date Type Name Number Name Number(s) Passcode Passcode
Mar-31-2011 .
Pr A TOM 3330878 1-630-X0XX-X000C o
O | ercaucr | P e G = e 888-)00CX000 1R

Earnings

Contact Us

Please contact Verizon at one of the numbers below or email us for further assistance.
e Email: conf@mymeetings.com

United States: 800-475-5000 or 415-228-5025

Australia: 1800-505-020

Hong Kong: 852-2802-5100

Europe, Middle East & Africa: 44-20-7950-9950

Singapore: 65-6883-9144
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