Pin Entry Plus List Management
Guide

Audio Conferencing

The PIN Code Management tool will allow conference users to upload a PIN code list for added security
and/or participant identification.
e Allows conferencing leaders to add a guest PIN list to their profiles (guest PIN lists allow external
participants to be identified when they join a conference).
e Allows company designated Administrators to add, modify, or delete the company or account-level
PIN code list.
e Allows participants to join a reserved audio call using a passcode for validation and a PIN code to
identify their credentials
e Leaders will receive a participant list from a conference coordinator

This guide contains the following instructions:

Leader Instructions
Uploading a Leader Guest PIN List via Manage My Meetings
PIN Code Management Site
Leader Access Screen
Add/Delete/Modify/View and Download PIN Code List

Administrator and Super Administrator Instructions
Administrator Access Screen
Super Administrator Access Screen
View/Modify Screen for Leader, Authcode, or Company
PIN Code List Upload Screen for Super Administrator
Confirmation Screens
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Leader Instructions

Uploading a Leader Guest PIN List via Manage My Meetings

From http://e-meetings.verizonbusiness.com, a conference leader will select the “PIN Code Management”
link following Manage My Meetings (MMM) login. Each conference leader must have a MMM login name
and password to upload their guest PIN list.

- Veleoms Q| BE= [UsEngin v
verlzon\/ Conferencing o

Home Manage My Meetings Leader Tools  Product & Services Resources  Contact Us

Events

Verizon Premier Conferencing allows you to
maximize your large and high-profile events
by providing the controlyou need to manage
your conference.

Audio Conferencing Net Conferencing Events Verizon understands the need fo
stay connecled, especially in
Go Green with Conferencing Services from Verizon e e b
It's everyone's responsibility to consider the impact their actions have on the environment. One of the easiest we're responding to g
ways your organization can help is to choose conferencing over travel, where possible Use our confarencing

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

CO02 emissions and its travel expenses. Quick Access.
Learn More

On Demand Conference for Small & Medium Business Manage My Meetings

oy Choose audio-only or add web conferencing for a more productive meeting. Buy a Conference Scheduling Assistant
2 single conference or a monthly subscription. Start meetings anytime. No reservation
needed. No special equipment. Allyou need is a phone, a PC, and an Inernet Setup an Instant Meeting Audio Confe
” connection. Use a Credit Card to schedule your call Setup an nstant Net Conforence
— PIN Code Management

From the Reserved Audio or My Identity tabs, select the “Manage PIN Codes” button to access the PIN
Code Management site.

Instant Meeti MNet Reserved

Current/Future Calls Completed Calls Conference Search

To view, update or delete a reserved call, click on the Conference ID.

Conf. ID Call Date and Time Leader Phone Numbers Participant Features
Passcode

Sorry thers are no calls to display at this time.

Itemns with an asterisk(*) are instances of recurring conferences. & maximum of 10 will be shown to each senes,
Items with a * are conferences with PIN Entry Plus enabled.

Items with a ™ are conferences with WebEx reserved net conference.

Add Calls | [ Manage PIN Codes
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Instant Meeti Net Reserved
DT My identity | Messages ]

Current/Future Calls Completed Calls Conference Search

To view, update or delete a reserved call, click on the Conference 1D.

Conf. 1D Call Date and Time Leader Phone Numbers Participant  Features
Passcode

2864666 109/21/2022 13:00:00(CT) JEM NIFER- 1-800-779-8718 (more) 9829631 E

2864668 109/27/2022 14: 00:00(CT} JENNIFER G 1-505-455-3612 (mare) 5250635 E

Conference 1 -2 of 2

Itemns with an asterisk(™) are instances of recurring conferences. & maximum of 10 will be shown to each series.

Items with a * are cenferences with PIN Entry Plus enabled.

Items with a '

W are conferences with WebEx reserved net conference.

| Add Calls | [ Manage PIN Codes |

Conferences that have a 1 next to the conference ID have PIN Entry Plus enabled.

Pin Code Management Site

The PIN Code Management website allows leaders to:

Upload and manage (view, modify, and delete) their PIN code list
Add, modify or delete a new guest to their existing list

Activate or inactivate a guest on their list

Download the list to a CSV file format

The leader must create, validate and save the PIN Code list on their PC prior to uploading it to the PIN
Code management site.

The following fields must be included in the PIN code list within the columns as follows:

e Column A - PIN Entry Code (required field)
e Column B - First Name (required field)
e Column C - Last Name (required field)
e Column D - Company Name (required field)
e Column E - Phone Number
e Column F - Email Address
e Column G - City (required field)
e Column H - State, Country (required field)
e Column | - Other data, if needed
In addition:

e The PIN Code list must be in .CSV format
e The file must contain a header row exactly as shown below:

PIN Entry Code | FirstName | LastName | Company | Phone | Email | City | State/Countryl Other |
e The State/ Country column should contain either STATE or COUNTRY or both as shown below:
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PINEntry Code | FirstName | LastName | Company Phone Email City State/Country Other
3000 Mike Doe XYz 555-555-5551 | mikedoe@xyz.com | Uxbridge UK
4000 Alice Doe XYz 555-555-5552 | alicedoe@xyz.com | FondDulac WIUSA

e The PIN Code must be unique for each guest and assigned with a number between 2 and 10

characters in length
e Commas are not allowed (e.g. John,son) within fields
Below is a sample PIN Code list:

PINEntry Code | FirstName | LastName| Company | Phone Email City State/Country | Other
1000 Tania Doe XYZ 555-555-5553 taniadoe@xyz.com Dallas TX
2000 Samuel Doe XYZ 555-555-5554 samueldoe@xyz.com | Duluth MN
3000 Mike Doe XYz 555-555-5551 mikedoe@xyz.com Uxbridge UK
4000 Alice Doe XYz 555-555-5552 alicedoe@xyz.com FondDulLac WIUSA

Leader Access Screen

PIN Code Management

Welcome to the PIN Code Management website

The PIM Code Management website will allow you ta
uplozd, view, and edit your lists of conference
participants and their PIN codes.

Wiewhlodify List
Upload Mew List

The PIN Code Management website allows the conference leader to add/modify/delete and download a

list via a .CSV format.
e Once a guest PIN list is uploaded, it will take 24 hours to be available
e Updates to an existing list can take up to 20 minutes to be available
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Add/Delete/Modify/View and Download PIN Code List

Current PIN Entry Code List
The list displayed below reflects the most recently uploaded list.

Leader Name: JOHN LEADER
Last Upload Date: November 18, 2008 024027 PM (CTy*

*Mote: The date listed above does not reflect the date when the listwas edited; anly the lasttime the listwas uploaded.

Updates to PIM Entry Codes can take up to 20 minutes hefore hecoming availahle.

Search

|[Pin Entry Code | [ SearchList | [ ResetSearch

‘four search returned 11 results.

Insert a Mew PIN Download Excel Ci Spreadshest
[ o L

475621 fistnamed  lastnamed  businesst fiistname . lastnamed @test com ety country 1 ‘eus;‘l';z:a'" BEBa o
176622 fistnameZ lastname2  business2 firstname. lastnamel@lestoom o2 country 2 tf:;;i:;" oOgBa o
175643 fistnameZ lastname3  businessd fiistname . lastnamed @testcom  city3 country 3 ‘Eus:l';g:;" BEBAa o
176654 fistnamed lastnamed  businessd firstname lastname @test com  cityd country 4 “‘:‘I';Z:;" BEa ¢
178665 fisthameS lastnamef  businessS fistnamen. lastname 1 @testoom  oitys country & ‘Eu;;‘l';’::g'" BEa o
186297 Carles Directar Hiy carlos.dite cor@eo mp any.com Ha NA B Ba [ ]
207408 Femke  Verdaper D‘”\C’i"d“' Amsterdam Netherlands BEBa o

To upload a PIN Code list, select “Upload New List”.

Welcome to the PIN Code Management website

The PIN Code Management website will allow you to
uplnad, view, and edit your lists of conference
participants and their PIN codes

“iewsModify List
Upload New List

Select “Browse” to retrieve your list file from your PC, read and agree to the Conferencing Privacy Policy,
and then select “Proceed”,.

Upload PIN Entry Codes List

Flease Note: the list you upload will replace all existing FIN codes currently in place. The new list san take up to 24 hours before becoming available

Upload File:
Procee Reset

[ 1 have read and agres to the Gonterencing Privacy Policy Pleass note that if vou do not indicate your agreement by checking the box, you will not be
able to enterthe conference

Administrator and Super Administrator Instructions

Within Manage My Meetings, Administrators can only manage their own list. From
http://e-meetings.verizonbusiness.com, administrators should select the “PIN Code Management” link
from the Manage My Meetings (MMM) login box.
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In the Company Account Administration screen, select the “Manage PIN Codes” link and the PIN Code
Management site will be displayed.

Company Account Administration

Please choose an action

Create Mew User

Edit Active Users

Reports
Admin Users see this
tlanage PIN Codes .‘ link
Back Help Logout

Administrator Access Screen

Welcome to the PIN Code Management website

The PIN Code Management website will allow you
to upload, view, and edit your lists of conference
participants and their PIN codes.

Yiew/Modify List
Upload MNew List

Super Administrator Access Screen

Welcome to the PIN Code Management website

The PIN Code Management website will allow you to upload,
view, ahd manage your lists of conference participants and thair
PIN codes foryour speciic company and Authorization codes

== View or modify an existing list

I Manage your Leader Lewel List I

[ Manage your Company Level List ]

Select list by Authorization Code

| - Select Authorization Code - v

Manage List

== Upload a new list

Lpload Mew List

The PIN Code Management website allows Administrators to:
e Upload and manage (view, modify, and delete) their list
e Add, modify or delete an individual to their existing list
e Activate or deactivate a guest on their list
e Download the list to a CSV file format

]
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The Administrator must create, validate and save the PIN Code list on their PC prior to uploading it to the
PIN Code management site

The following fields must be included in the PIN C\code list within the columns as follows:
Column A - PIN Entry Code (required field)

In addition:

Email Address

Column B - First Name (required field)

Column C - Last Name (required field)

Column D — Company Name (required field)
Column E - Phone Number
Column F -
Column G - City (required field)
Column H - State, Country (required field)
Column | — Other data, if needed

e The PIN Code list must be in .CSV format
e The file must contain a header row exactly as shown below:

PINEntry Code | FirstName | LastName | Company | Phone

| Email

| city

| state/Country | Other |

e The State/ Country column should contain either STATE or COUNTRY or both as shown below:

PINEntry Code | FirstName | LastName | Company Phone Email City State/Country Other
3000 Mike Doe XYz 555-555-5551 | mikedoe@xyz.com | Uxbridge UK
4000 Alice Doe XYz 555-555-5552 | alicedoe@xyz.com | FondDulac WIUSA

e The PIN Code must be unique for each guest and assigned with a number between 2 and 10

characters in length
e Commas are not allowed (e.g. John,son) within fields
Below is a sample PIN Code list:

PINEntry Code | FirstName | LastName| Company | Phone Email City State/Country | Other
1000 Tania Doe XYz 555-555-5553 taniadoe@xyz.com Dallas TX
2000 Samuel Doe XYZ 555-555-5554 samueldoe@xyz.com | Duluth MN
3000 Mike Doe XYz 555-555-5551 mikedoe@xyz.com Uxbridge UK
4000 Alice Doe XYZ 555-555-5552 alicedoe@xyz.com FondDulLac WIUSA

View/Modify Screen for Leader, Authcode, or Company

e Displays the PIN Code list for the entity chosen (leader, authcode or company)
e The user can insert a new PIN in the list, edit an existing entry in the list (the PIN Code itself cannot

be edited), delete an entry and activate/deactivate an entry
e The list can be downloaded to a .CSV file format
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Conferencing Home > Manage My Meetings > PIN Code Management Home:

PIN Code Management

Current PIN Entry Code List
The list displayed below reflects the most recently uploaded list.

Leader Name: ALICIA CUSTOMER

Last Upload Date: Movernber 08, 03:54:06 FM (CT)™

Authorization Code: 1111111

*Mote: The date listed above does not reflect the date when the listwas edited; only the lasttime the list was uploaded

Updates to FIN Entry Codes can take up to 20 minutes before becoming available

Search

| PiMEntry code v | [ Search List | [ ResetSearch

‘four search returned 87 results

Ingerta Mew PIN - Download Excel Co preagshest
[EiHa et ame | Last Mame | Company | Frone ] Emal | citv |
Intl N " Custamer
17802 John lastnametd | 3126661312 johnlastname @iest.com Chicage L oo B EBa e
17563 James  lsstname3 Pr::t\:ck 808-555-1212  jameslastname@testcom  Honsluly HI E;:‘r:ir::' = =
. Intl . .
17664 Jennifer lastnamed B 806561213 jennifer.lastn ame d @test com Flint il Training [ | ®
Intl . . .
17565 Joanns  lastname® | P 3126661212 jeannelastamel@esteom  Chicage [ Aesrunting B o
47566 dim lastnames Pr:::;ds 205.555.1212  jim.lastnamed@testcom  Birmingham AL secounting B E] @
S N - - —— -

PIN Code List Upload Screen for Super Administrator
e Allows the Super Administrator to upload a list for the company, an authcode, or a leader.

e Any new list will override the previously uploaded file.
e The new list will be available 24 hours after upload.

Conferencing Home > Manage My Meetings = PIN Management Home

PIN Code Management

Upload PIN Entry Codes List

Fleaze Note: The mew list you upload replaces the existing PIN Code list and oantz ke up to 24 hours to be zvailable. Thefile should not exceed 2000 rows
or 1ME and must be in a .osv format. To upload a larger file size please contact custamer ngs.com for assistance.

Legder: | -- Selectleader--

—OR -
Company I |- Select Company—  »
- OF -

Authorization Code(s) [111111 (PRODUCT DISTRO INC)
222222 (GLOBAL PRODUCTS CO)

Uplosd File |[ Browse...

] i have 1=ad and agre to the Conferencing Privacy Folicy. Fless note thal if you do net indicate your agresmant by checking the box, youwill not be abls to
enterthe conference
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Confirmation Screens
List Upload Confirmation for both leader and Administrator.

PIN Code Management Tool (PCMT)

Thank you. Your list will be available in 24 hours.

PIN Update Confirmation for both leader and Administrator.

Thank you. Your list will be available in 20 minutes.

Error Page for both leader and Administrator.

Processing Error Encountered

The following errors were encountered during validation of the PIN code list and have caused the upload
to halt. ho changes have been made to the PIN code list for this update

Error 1 Label: on iine 3 of the input file, the 3rd field was missing.
Error 2 Label: on jine 3 of the input file, the Srd field was missing

Error 3 Label: on line 3 of the input file, the 3rd fiefd was missing.

» Conferencing Home
¥ Manage My Meetings
» Have Questions/Meed Technical Assistance?

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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