@., communications Meet Me Conferencing

Feature Overview

Meet Me Conferencing is a XO Hosted PBX integrated feature allowing multiple callers to join in a single call which
enables meetings among diversely located invitees at any time. This feature enhances productivity by providing a
tool that facilitates communication among a group of people no matter where they are located. Once the feature
is installed, it can be used at any time without the need for scheduling or reservation. This allows impromptu
meetings which help businesses make decisions more quickly.

1. A conference moderator invites callers by
communicating a conference bridge telephone
number and a passcode.

2. At the specified time, the callers dial the conference
bridge telephone number and are prompted to enter
the bridge passcode.

3. If the passcode is correct, the caller is placed into the
conference bridge where they can communicate with
others on the bridge. (If the passcode is wrong, they
are prompted to enter the passcode)

- '\ 4. The moderator joins the bridge with a different

passcode which allows additional controls over the
conference.

5. Callers can enter and leave the conference at any
time.

6. The moderator can leave the conference and
depending on the setup may allow the conference to
continue or close the conference when departed.

Meet Me Conferencing Calling Example
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Feature Details
e Customers may have multiple Meet-Me conference bridges per site.
e Multiple conference bridge owners (moderators) at the Site can be assigned to the same bridge.
e Each bridge supports up to 147 concurrent participants (ports), so customers will need to allocate their
bridge owners based on an assumed level of oversubscription.
e Bridge ports are consumed on a first come-first served basis among all conference participants and
moderator hosts.
e Each Moderator/Conference ID is allocated 20 bridge ports by default. The Site Administrator can change
bridge port allocation on a per owner basis; the range is from 3 to 147 ports.
e A Conference ID and Moderator PIN will be system generated for each moderator user assigned to a
bridge and emailed to them.
e On-demand conference recordings
o Moderator controlled through DTMF “*” code
o Can be up to 2 hours in length and saved in MP3 format
o May be downloaded for archival purposes
o Those older than 30 days will automatically be deleted from the system
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Feature Prerequisites

Before the Meet Me Conferencing service can be used the following conditions must be met:
e Meet Me Conferencing must be ordered and configured at the site level.
e Atwo-way number must be available and assigned to the Meet Me conference bridge.

e Moderator (user) phone number(s) must be assigned to the bridge.

Feature Setup

Prior to using the Meet Me Conferencing service, the Site administrator must set up the Meet Me Conference to
activate the bridge. Once logged into to My Account, simply follow the steps detailed below.

Step 1. Go to My Site

m MyProfile  Orders  BilingHistory  AccountAdmin My Numbe. MySite  MyReports  Logout

Account Summary

Click on the My Site tab

Total From Last Bill: $817.99 Help | Logout
Payment Received: - $817.99 Customer Account Id: SC11530
Billing
Account Balance: $0.00
Manage MyAccount
Download up-to-date Call Data My Profile: Update Profile
Click here to view Billing History Terms and Conditions: Terms and Conditions

Calling Plan: Customer Calling Plan
Long Distance within USA 2000 Plus
$0.025/addl. minutes
Change LD Plant

Your Sites Select a Site
Call History For All Sites Please select a site to view.
11531)
(11532)

Step 2. Select the appropriate Site to configure

Home MyProfle Orders BilingHistory  AccountAdmin My Numbers m My Reports  Logout

My Site .
Q Double click on the magnifying glass to see available sites
N Help | Logout

Select a Site: B
\

Double-click on box above to show all, or start typing a site name to search (case-sensitive)
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Select a Site:

=
Adaption Demo (Hosted)
Adaption Demo (Officeline)

Double-click on box above to show all,

Select the site to configure

Adaption Houston
Adaption Residential
Adaption Tulsa

Engineering Test

Step 3. Go to Site Services

Adaption Demo (Hosted) (12637) | Adaption Demo (Hosted)

Adantion Demo (Hastard)

Click on the Site Services tab.
Release M - 8.0.0, Build 2011.06.29_1130

10 USA

[ Phone Assignment [ Device Management Site Services I User Features Call History

Select one of the tabs above to get started on the following tasks:

Setup and manage all assignments of phone numbers, stations, devices, and
users. Also manage or change Main Number assignments and outbound CallerID
settings.

Review inventory and assignments of all devices, and perform basic management
functions such as; checking online status, adding new devices, re-ording of line
appearances, etc.

Configure and manage available site services like Auto-Attendants, Hunt Groups,
Toll-Free numbers, etc.

Configure and manage all available user features like forwarding, sharing,
alternate numbers, etc.

Lookup recent call history for all or specific numbers.

Step 4. Select the Conference Bridge to Configure

Site 3
SZi-1uU
123 N Main 5t Tulsa, OK 74103-2030 USA

QA build - Release - 14.0.€, Build 10.03.2013_1

e

Click on the Conference Bridge to change the settings.

Active | Bridge Name Lead Phone # Extension
o PRI Juen-
s FTRTIE nsi-

i

Click on Conferencing
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Step 5. View/Configure the Conference Bridge Settings

Lead Phone #:  (918)527-5012

lick on the Confer Bridge Name: [

Caller ID Number:

ViewtheTotal Conference
Licenses purchased and the
Number of available licenses

Toll Free Number: [

Extension:

Time Zone: | America/Chicago

Total Conference Licenses: 15 Number of available licenses: 14

Utilization Report

Choose the users to assign to this Conferencing Bridge:
Filter by: O Number (O FirstName (O LastName
Available for Assignment Assigned to Conference Bridge

‘ For moderator users
assigned to the bridge,
you can hitthe check
mark to view user details
and conference settings.
Or hit the minus sign “-”

Click the plus sign”+” to
add a moderator to the
bridge. Whenadded the

user level detail screen
willopento allowthe
administrator to ‘ to remove the user from

configure bridge specific
settings

the bridge

Use the button controls in the data grids to assign/unassign users to the bridge. This action saves to the database.

Step 6. View Conference Bridge User Level Details and Settings

@sboxga.adpt-tech.com :

Email info will send an email to user with the
conference bridge phone numbers and
passcodes

Meet-Me Conferencing Information

Direct Dial Number:
Toll Free Number:

Extension: 1008 En
Time Zone: America/Chicago

Conference ID; 121060
Moderator Pin: 313492 o \
setings | Recordings |

Conference Settings

Moderator Commands displays the DTMF
controls the moderator has available duringa
conference call

The Recordings Tab has access to recorded
aalls.

Conference Title: | |

When attendees joinfleave: [ No Notification [+] Ports: (20 |
D Mute all attendees on entrance. Conference Level settings available to the g
moderator. May be changed at any time and

. - takes effect immediately for any subsequent
] Require moderator to start conference. P

[C] End conference when moderator departs.
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Step 7. View and Manage Recorded Calls

4 @sboxga.adpttechcom: =

Meet-Me Conferencing Information

Direct Dial Number:

Toll Free Number: , ) -
Extension: 1008 Email Info
Time Zone: America/Chicago Moderator Commands Q
Conference ID: 121060 =
Moderator Pin: 313492

w Recordings

_—m

Recordings will be listed. Select the desired
recording.

Conference Recordings

FieName | Dge~" | Time Size(Mb)
/

Delete
Recordings may be deleted or downloaded for DOwn'Oad
play with a musicplayer. Refreshing will - - .
updat with the mostrecent .E@_

Recordings older than 30 days will autmatically deleted by the system.

Step 8. View Moderator Commands

Close rint
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Meet Me Conferencing

Step 9. View Bridge Allocation and Utilization Reports

Bridge Name: [

] Lead Phone#

CallerID Number: [

Toll Free Number:

Extension: (5549

Time Zone: | America/Chicago

[~

| Total Conference Licenses: 15

Number of available licenses: 14 |

Number Selection = Utiization Report

Utilzation

Bridge Name: [

Caller ID Number: [

Toll Free Number:

Extension: ]

Time Zone: | America/Chicago

[

| Lead Phone#

| Total Conference Licenses: 15

3

of

Number Selection = Utilization Report

To run areport for all
hours in a date range, enter
a start date and end date,
then hit the utilization
button
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Meet Me Conferencing

x
1O
Bridge Name: l Lead Phone #:
Caller ID Number: l ‘
Toll Free Number: [ ‘
Extension: l
Time Zone: | America/Chicago l" ‘

Total Conference Licenses: 15 Number of available licenses: 13

Number Selection

To run a report for

2 specifichours, enterthe
O Al hours in the date range / date, a start time and and
(*) Specific hours on the given date (2] endtime, thenhitthe

A Utilization button
StanDale:l 11721 :3‘3E [sg»a- st

Allocated ports on bridge: 294
% of ports allocated: 200

Wed Nov 20 2013 - Fri Nov 22 2013 X

Bridge Stats ~
&) Time period for report
Total Calls: 0

Conferences in use:

Total Minutes ~ ]
Average Conference Duration Cumulative stats forall
Average Calls per Conference: owners (moderators

Jassigned to this bridge
lead number

Conference Stats

Owner | Calls Minutes

N

Total calls and minutes
owner

(moderator) forthe

de time period

thisreportintoa .

formatted file
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Moderator (User) Screens

When assigned and configured by the Site Administrator, users have access to view and change their
conference bridge settings and manage their conference recordings from the My Phone dashboard.
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lJusiness Continuil

My Rules My Numbers My Call History

Do Not Dis

1]
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tified Cal

onferencing

File Name

Meet-Me Conferencing Information

Direct Dial Number:

Toll Free Dial-in Number:
Conference ID:
Moderator Pin:

Conference Settings

WI_1en Attendees @ Phy Tone
Join:

[[] Mute all attendees on entrance

[T Require Moderator to start conference

[] End conference when Moderator departs

(©) Play Recorded Name  (©) Mo Motification

Conference Recordings

Date Time File Size (Mb)

[

There are no saved recordings

Participant Codes

Active conference participants are able to use the “*” key to perform certain functions below:

*1 Mute / Unmute line

*2 Count of participants

*9 Log in as a Moderator

* Repeat menu options

# Return to the Conference

XO Communications, LLC. Confidential

03/29/14



