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INTRODUCTION

This guide provides the basic information necessary to use True Conferencing. Please
review the requirements to ensure you have everything you need to get started and then
continue through the remainder of this guide to conduct your first True Conference.

If you need additional assistance or if you do not yet have an account, contact True
Conferencing support at info@trueconferencing.com.

SYSTEM REQUIREMENTS

True Web Conferencing System Requirements

Operating Systems and Browsers Supported
Microsoft Windows 98/NT/ME/2000/XP/Server 2003
Browsers - Internet Explorer 5.5+, Netscape 7.0+, AOL 7.0+, Mozilla1.0+
Solaris, Unix/Linux OS
Browsers - Netscape 7.0+, AOL 7.0+, Mozilla 1.0+
Mac OS X
Browsers - Netscape 7.1+, Apple Safari

Internet Connection

56Kbps+ Internet connection. For large document sharing or application sharing,
a faster (128Kbps+) connection is recommended.

Computer Requirements
Minimum CPU: ~300Mhz
ActiveScripting/JavaScript and cookies enabled
Additional requirements for Application Sharing (Presenters®)
MS Windows OS with IE 5.5+ and ActiveX enabled
128Kbps+ Internet connection recommended
Additional Requirements for Viewing Shared Applications
Browser with an enabled Java Virtual Machine (JVM)
128Kbps+ Internet connection recommended

*The host is the person who starts the conference. The presenter can be the host or a
participant who receives control of the conference from the host.

True Account Manager and TrueView System Requirements

Microsoft Windows 98/NT/ME/2000/XP/Server 2003
Browser - Internet Explorer 5.5+
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HOSTING AN AUDIO CONFERENCE

Hosting a Reservationless True Audio Call

When you sign up for True Conferencing, you will automatically receive a reservationless
True Audio and Web Conference for up to 10 participants that you can use immediately.
You may edit the preferences for this conference or create new True Audio and Web
Conferences through the online Account Manager. For detailed instructions, please see
page 5 of this guide.

Forward your audience e-mail invitation to your meeting participants - this will
provide all pertinent dial-in information for your phone conference and a hyperlink
if you are utilizing the integrated web conferencing feature. Also use this e-mail to
notify them of the scheduled time.

A few minutes prior to the scheduled start of your conference, dial-in using one of
your conference dial-in numbers.

Once connected, a recording will prompt you to enter your participant code
followed by the pound (#) key.

A recording will then prompt you to press the star (*) key if you are the host.

After pressing the star (*) key, you will be prompted to enter your moderator code
followed by the pound (#) key.

If you have your conference set up for "Name Record", you will be prompted to
state your name followed by the pound (#) key prior to entering the conference.
Otherwise you will be entered directly into the conference.

Hosting a True Audio Reserved Call

To host a True Audio Reserved Conference, you must first schedule the conference
through the online Account Manager. For detailed instructions, please see page 7 of this
guide.

Forward your audience e-mail invitation to your meeting participants - this will
provide all pertinent dial-in information for your phone conference. Also use this
e-mail to notify them of the scheduled time.

A few minutes prior to the scheduled start of your conference, dial-in using one of
your conference dial-in numbers.

Once connected, a recording will prompt you to enter your passcode or
moderator code followed by the pound (#) key. (Note: In order to utilize the touch
tone Host controls, you must enter the moderator code.)

If you have your conference set up for "Name Record", you will be prompted to
state your name followed by the pound (#) key prior to entering the conference.
Otherwise you will be entered directly into the conference.
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TRUE TOUCH-TONE AUDIO CONFERENCE CONTROLS

Conference Hosts and Participants may use the following touch-tone phone

commands to access audio conferencing features. Hosts may also utilize the
TrueView online conference management tool for reservationless conference
control.

True Reservationless Audio Controls

*0

00

#1

*2

*5

#5

*6

#6

*7

#7

*8

*9

*%

Request an operator
(Available to Host and Participants)

Request an operator join your
conference
(Available to Host and Participants)

Host dial-out to participant
(Available to Host Only)

Record your conference
(Available to Host Only)

Mute all lines but the host
(Available to Host Only)

Unmute all lines but the host
(Available to Host Only)

Mute your line
(Available to Host and Participants)

Unmute your line
(Available to Host and Participants)

Lock your conference
(Available to Host Only)

Unlock your conference
(Available to Host Only)

Get a participant count
(Available to Host and Participants)

Participant count and roster playback

(Available to Host and Participants)

*Roster playback requires name record
feature selection at time of set up.

Play a list of available commands
(Available to Host and Participants)

True Audio Reserved Controls

*0 Request an operator
(Available to Host and Participants)

*5 Mute all lines but the host
(Available to Host Only)

*5 Unmute all lines but the host
(Available to Host Only)

*6 Mute your line
(Available to Host and Participants)

*6 Unmute your line
(Available to Host and Participants)

*7 Lock your conference
(Available to Host Only)

*7 Unlock your conference
(Available to Host Only)

*8 Participant count and roster playback
(Available to Host and Participants)

*Roster playback requires name record
feature selection at time of set up.
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LOGGING IN TO YOUR ACCOUNT

Once you have received your registration confirmation e-mail and finished creating your
Login ID and Password, you can access your online Account Manager via the True
Conferencing website. Your Login ID and Password are required to access your Account
Manager for setting up conferences.

true

Meeting Center CONFERENCING ENVKE INIORMATIN  WCOUNT REISTRATION
» Participants attend a web meeting

Account Manager

True Audic and Web .
Masing ot FREE TRIALOFFER  Conferancig offr th ight fstues
T e Tar tha right price withaut asy hidden
Exparence the Tras Confsncin charges of blncked calls
Accoun Manager e

Logn o [ LEARS Mo
pasawor [

k¥ Sign On

™ LEAFN MORE

B b &b &b (

MANAGING YOUR ACCOUNT

Once you have logged in, you will be directed to the True Conferencing Account
Manager. This page allows you to:

Set Up Additional Conferences

View/Change Previously Set-up Reservationless Conferences
View/Change Previously Scheduled Reserved Conferences
Access Your Services History

Update Your Profile View/Change
Reservationless

Conferences

Set Up Additional « le

Account Manage
Conferences  awen g

View/Change Reserved

Wkcasarir, Waltas Manage  new * e Audic and Web  New True Audic Reservad Web ¢
Ura Account Mansgar to make
changes to your l i
e Audio and | True Audio and Wob Schaduled Conferances
Web. schedule reserved audio i ( -
“":‘""“" EENC R Phona # Oae 8Tima  Confimation #_ Phone 8 Passcode _Tale | Moderate
and managa your account! dlee Cofmains Pwd fusok W (Mhoswe
T |
Parscode $55555% Mahating 1
£28 563 §580 J_
> Haw Trus Audio and Wab Expand » piiiig
xpand »
> All Trus Audlo snd Wab ::;..;;t:d:r: ::.c;v;‘:l‘:c:‘t:;:: ;A;d;:u::: - To viaw, edit or cancal your True Reserved sudic confarance, dick on the
e i T e soparFace or st vaos et confareou, || Bhona numbar. To launch the T View modarater nterface dick on the
fich on the icon. T
> Al Tras Audio Reseresd .
> Haw Web Only Ressrvation
> Viaw my Services History o biahory
> Updste Account Prefils
Currantly thara is na Srvices Histary.
T

Access Your
Update Your Services History
Profile
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SETTING UP ADDITIONAL RESERVATIONLESS CONFERENCES

To set up a reservationless conference:
Click on “New True Audio and Web”.

true Account Manager F

NFEREMNCING
: Service Informatio Support About
= New True Audio and Wweb  E—— el il d
Icome, Walter R. “a“avc_ New True Audio and Web New True Audio Reserved Web O

Use Account Manager to make

changes to your
reservationlass True Audio and  rue Audio and Web Scheduled Conferences

Web, schedule reserved audio

Pamicipant Moderstor Sran T
:u:::{hunun ;l;:ik history, Passcode Passcode Tale Moderate Wb Date & Time wond P
[ ] 55555555 55555555 Test ¥ PPrI2200% 55555555 73
55555 5555555 Anotherte | B # i ﬁ
55555555 55555555 TestAocou | B 4 i 555555 %
> Naw True Audic and Web Expand »
> All True Audio and Web i :
T e e vour 1| To et 2t o ancelvour
> Naw True Audio Reservad True View Interface or start your web conference, phane nurmben, Te launch:th

click on the icon. icon,
> All True Audio Reservad

> New Wab Only Resarvation
> View my Services History Sarvicns s
> Update Account Profile

| out Currently there is no Services History,

You will be directed to the “True Audio and Web Setup” page where you will:
Set up Conference Information

Enter a Conference Title
Choose a Dial-In preference (Toll # required for International Participants)
Choose the number of Expected Sites (one site per participating phone line)

Conference Title: I

true True Audio & Web Setup u
COMIERINCING »

* o Trow wudhs and web
Ak T e, Setup True Reservationless Audio and Web

= Naw Trow disthn B anarend wh.
P

= Al Truw Audia Bararved

ennfimaticn itk o4 of the

* Mo wab Ory Rasurvation
> Vies iy Berehtad chae Ragurad fits are indicated wah an *
* Upduhe Rezzans Erate

o Contarence informaten
o ot - Wahar &

|

ik ane® 7 Domunts Toll-fraa © InternatiznaliToll © goth

trpactad srass  [15 3]

Expected Sites:* 10 -

Dial-In:* % Domestic Toll-free © International/Tall i Both
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Set your Conference Preferences
Name Record - Captures participant’s name before they enter the conference.
Entry & Exit Options - A tone or participant’s name will play upon entry or exit.

Conference Continuation - The conference will continue after the host has
disconnected.

Conference Quickstart - The conference will start prior to the host joining.

Marme Record:¥* {* Yes O Mo

= M Trw Audio and Wab

Se.  True Reservationless Audio and Web

» A Trus sudio and Wab

Emtry & Exit + Merwrvad

b
.
Options: ¥ ITnnes 'I R .

Confersncn Informan..
I Log Out
Host's Hamai Wakar K.

Confarance Tala: |

te th Trus ©. . & wub
e criba b additicnal Trus Faie
ba for additicn
sou rasd

indicatad with an *

Conference & - it @ Domertic Totlres C jotamanassiizs S
Continuation ¥ * Yes Mo S |
Conference | b | conewt
Quickstart:*® T ves @ g

After you have set your conference preferences, click “Submit”. You will be taken to a
confirmation page. Once you have reviewed your conference information, click “Return to
Account Manager” to continue.

true True Audio & Web Update

CONFERENCING

About

Service Information Suppart

Thank you. Your update has been successfully processed. You will receive an email confirmation with your conference details shortly.

Confirmation Number: 1095

Company Name: MIS DEV 41202
Host Name: Walter R.
Conference Title: test
Primary Dial-in Number Alternate Dial-In Number{s)
Sites: 10 (ss8) 8888882 1 (888) 6668-8889
Passcode: BEE8E88
Moderator Code: 868888
DTP Number: B8BB8 888-8889

I Return to Account Manager

Home | Terms of Use | Privacy Policy | Contact Us

l Return to Account Manager
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SETTING UP A TRUE AUDIO RESERVED CONFERENCE

Click on “New True Audio Reserved”. You will be directed to the “True Audio Reserved
Setup” page, where you will:

p.7

Set up Conference Information

Enter a conference title
Choose a Dial-In preference (Toll # required for International Participants)
Select the date and time for your conference to take place

Duration - The length of time it will take to complete the conference
Choose the number of expected sites (one site per participating phone line)

Conference Title: I

| true

CONFERENCING

A

> Ma Trus Audio and Web
> All Tru \udio and Wab.
> Maw Trum» 4o Rerarved
> All True Audie verved
> Mew Video Reserva n
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Lo,

i
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Expected Sites:*

= i e

Schedule a Reserved Audio Conference

Use Trus Reserved Audio Conferendng service for one-time audio conferences. To sche.
Farrn balow and than dick on ‘Submit’. You will immadistaly receive an smad

on how to start your conference all.

Required fialds are indicated with an

Conference Information
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 Both
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Duration:*
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Harna Record]

Entry & Exit Of

i -

Set your Conference Preferences:
Name Record - Captures participant’s name before they enter the conference.
Entry & Exit Options - A tone or participants name will play upon entry or exit.

ISchedule a Reserved Audio Conference

for how to start your confarance call.
Required fialds are indicatad with an *
Lonference Information

Host's Nama: Walter B,

Juze Trus Reserved Audio Conferencing service for ane-time audio conferencer. To rchadule & Passcode conference, fill oul

orm balow and then dick on 'Submit’. You will immaediately receive an email with your dial-in numbars, passcode and instn

Canfurenen Profuorssces

Hamae Record:® @ g C Mo
Entry & Exit Options:*  [Tones =1

Confarance Titer [
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 Beth

Datei® [ =) (rmmeddryn

Marme Record:®

Entry & Exit
Options:*
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THE TRUEVIEW INTERFACE

TrueView allows you to control the audio portion of your conference, from your web
browser:

Speak with an operator

Have an operator join the conference

Mute or unmute participants

Perform a roll call (Hear recorded names of conference participants)

Dial out (add another party to your conference)

Disconnect and remove participants from the conference

Lock or unlock the conference (Once a conference is locked no more participants
may enter it)

Name conference lines for easy identification of participants
End conference

From this interface you may also launch your web conference.

true TrueView l s
CONFERENCING
* Launch a Wab Canfarsnce
> Muts Al (" Partcpants )
> Unmuts All Test Account - #3000000 Phone # - (988) 800 -8085 Paticipant Pas ode - BRRERAT
te o I #= - 1 (BBE) 888 -8886 Moderator Pas: >de - BEEEESS

> Oparator [ Payback T

Mas tame liame ™ M Diakinn thumier I & amu & I“““"““ Fodad
> Dial Out = P == P aeas =6 o
* Lock Confarence [m] O Ben [ ] Panicigant Connwcted | o 2
> Halo OO L tort Connacted o 9
|mm l Log Out
Conferance is Unlodked

12142126 PM
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LAUNCHING A TRUE WEB CONFERENCE

For each True Audio and Web Conference, you will receive two confirmation e-mail
invitations: one for you (the host) and one for all other conference participants.

The “Host* e-mail is for your reference only and to be shared with other
hosts/presenters in your conference. The “Host” e-mail also contains basic information
on how to prepare for your conference call, and the following critical information:

Dial-in numbers (toll-free and alternate/international)
Passcode to enter the audio conference

Moderator code to start and to control the audio conference
Host URL to join the web conference

The “Participant” e-mail is nearly identical, with full instructions for participants to join
both the audio and web portions of your meeting, but does not contain the moderator
code and Host URL.

To start the conference, dial in to the number provided in your e-mail. At the prompts,
enter the passcode and moderator code, and if prompted, record your name. If you
choose to add a web presentation or collaboration to your meeting, there are three
ways to launch your web conference:

Click the URL on the Host e-mail
From the Meeting Center on the True Conferencing Website.
From your Account Manager page or TrueView.

true R —_—

P

= T o Mg o
- Welcome to True Conferencing Hote o o0
" > Ay oS Tast Aceouns - 5300000 P 8 (ho4) B st b - ppnases
-
; Pe— & T .
" R - aa 2 o [R——
- N amar =igekin ] = remse = T 2
o ] e aliers e ighi I - z
v 3 without amy hiddes
e ‘ - oy

e o FREE TRIAL OFFER

l Launch Web

Meeting Center
» Participants attend a web meeting
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/3 True Conferencing - Microsoft Internet Explorer

4 5 | No document published

Host (Presenter) Controls

After you have successfully logged in, you are presented with a conference window. At
the top of the conference window is a toolbar containing buttons used to conduct and
manage Web conferences.

Starting a Web Conference
Since True Web Conferencing does not require pre-planning or scheduling, once you
have logged into your account, you can immediately start a conference.

To start a conference:
1. Click the START button on the toolbar. o

2. Participants may join the conference by:

Clicking on the URL that is provided in the participant invitation

or

Going to the True Conferencing web site (www.trueconferencing.com) and
clicking on the “Meeting Center” button.

true

-

- Welcome to True Conferencing

b

Metgcuie  EREE TRIALOFFER g:"‘"”"d.f':;.

[ e——

aminar
3
thet amy hiddes
E » n ? cha ol
LA ORE u .
LA e

R T = e
Meeting Center
» Participants attend a web meeting

After clicking on the “Meeting Center” button, they will be required to enter the
audio dial-in number and passcode to enter the web conference.
As each user logs in to the conference, the user’'s name appears in the roster.

Note: Participants will be unable to join a conference until the host has started the
conference.

p. 10
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Publishing a Document

To prepare for a conference, you can publish presentations and other documents such
as Microsoft PowerPoint™, Word™, or Excel™ in advance.

To publish documents:
1. Click the PUBLISH button on the toolbar E‘_‘f

AN A T

2. Click the BROWSE button in the publish # Pubten Docurert
dialog window _

Browse.. —

3. Select a document file path using the file ———r—
explorer window comn =

4. Click the PUBLISH button in the Publish
dialog window

FPublish Document

(|

After you complete these steps, your document is automatically copied and converted
into a True Conferencing presentation and saved into the presentation library. A status
bar indicates the publishing progress. Once publishing is complete, the first page of
your document appears in the conference window.

To present previously published documents:
1. Select the presentation in the Published Documents list
2. Click the PRESENT button

Once publishing is complete, the first page of your document appears in the
conference window. At the conclusion of the conference, you will have the option to
delete your document. If you do not delete your presentation at the conclusion of a
conference, you may choose to delete it anytime in the future using the PUBLISH
feature.

To delete a published document: e — T

1. Click the PUBLISH button on the toolbar o

2. Select the presentation in the Published -
Documents list A

3. Click the DELETE '“"""""'" -
button in the publish S ety ]
dialog window i

Delete
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Presentation Sharing

| @ B |1 - Beginning of Document L||

Use the NEXT, PREV and the “Slide List” on the toolbar to move within your presentation,
document sections or worksheets.

Use the POINT button to toggle the pointer tool on and off when you want to
highlight the content of your presentation. To turn off the pointer, click the
POINT button again.

Use the MARKER button when you want to annotate the content of your
presentation in real time. Choose from 15 marker colors by clicking on the
IZ T down arrow on the MARKER button. To turn off the marker, click on the
= MARKER button again. To clear the annotation, advance to the next slide.

Application Sharing

The SHARE button allows you to share specific applications or your entire
@ desktop, thereby enabling your participants to view changes as you make
them and to see applications unique to your desktop. Once you have selected
the SHARE button, and if this is your first time using the application sharing feature, you
will be prompted to accept a download. After taking the download you receive a dialog
box that shows a list of your currently running applications. You may decide to select
one, multiple or all applications to be viewed or controlled by participant(s).

To share an individual application:
o
1. Select one or more applications from v ® Sharing

spplication:
Seledt sna

the list by clicking the box next to the |30 s
active application(s) '

2. Select Performance Setting*

3. Click the SHARE SELECTED button
To share all applications:

1. Select Performance Setting*

2. Click the SHARE ALL button ]

To stop sharing:
1. Open/restore the application window

2. Click the CANCEL button

or
1. Double click the icon for Application Sharing in the system tray
2. Click the UNSHARE ALL button

If you would like to allow a participant to make changes to your shared application, you
p. 12 must give control to that participant.
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To transfer control to a participant:
1. Click on the Participant's name in the Roster

2. Choose GIVE CONTROL
To regain control of the application:
1. Click on the Participant's name in the Roster and choose DISABLE CONTROL

*NOTE: The Performance Setting option allows you to optimize application sharing
performance and quality. The options are as follows:

4 bit color map (best speed),
8 bit color map (recommended),
True Color (best quality).

ENDING A CONFERENCE

Q When you are finished with your presentation, click the STOP button on the
toolbar to conclude the conference and disconnect all participants.

At this point, you are still logged in and can start a new conference or publish a
@I new presentation. If you are finished, you can log out of your account using the
LOGOFF button on the toolbar.

@ For additional help, access the online help area using the HELP button on your
True Web Conferencing toolbar or visit http://www.trueconferencing.com and click
on “Support”



