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Instant Access Plus

Microsoft Outlook Meeting Scheduler

Our Instant Access Plus scheduler plug-in allows your Microsoft Outlook®
email and calendar system to invite participants to your Instant Access
Conferencing Audio and/or Web Meeting.

»Send an email invitation to participants that will automatically include the
information and instructions participants need to join your Audio and/or Web
Meeting Conference.

»Allow you to start a Web Meeting from your Microsoft Outlook® tool bar

»Allows participants to click on alink in the email invitation to automatically
log in to the Web Meeting.

Follow the included instructions for installing and using this great tool.
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CONFERENCE SCHEDULER PLUG-IN
To download the Conference Scheduler plug-in, enter your Conferencing phone number, 7-digit access code and
Chairperson passcode below.
Conferencing phone number 8008670549

7-digit access code |

Chairperson passcode

N

Enter your Chairperson numbers with no spaces, dashes or parenthesis
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After Restart, Button Appears on your Microsoft Outlook Tool Bar
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From the drop down menu, select Instant Access Plus Setup
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Enter your account details, select ‘Apply’, then select ‘OK’
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Instant Access Meeting Request = Instant Access Audio
Instant Access Web Meeting
Instant Access Audio/Web

Start Instant Access Web Meeting

Instant Access Set-up

Places Quick Access Buttons On Your Microsoft Outlook Tool Bar
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Choose which type of Meeting Request is best for each meeting invitation
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Accepted on 11172004 2:25 PM.

This appointment ocours in the past.

Organizer: Paul Keating [pkeating @glcevents. com] Sent:  Wed 111772004 7:04 AM
Subiject: |FW: Test Invite from Scheduler Plug-in |

Location: |In513nt Access Plus phone number: 8008670549; 7-digit access code: 8793335 b | Label: ||:| Mone - |

Start time; [wed 11/17/2004 v | [7:00am | CJallday event
End time: |wed 11/17/2004 v| [730aM v
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Email invitation is ready to be
sent to participants. Select the
INSTANT ACCESS PLUS DIAL IN INFORMATION appropriate date, time and add

ou have been invited to join an audio conference.
Dial Instant Access Plus phone number: 8008670549 (US & Canada)

3032452990 your meeting name to the subject

Wiew additional Instant Access Plus phone numbers:

Et;i):r:.-’;ﬂi;c;ilr:{fg;.sc;ei;cdner?;ugggléigknumbers?an=ElUUEE.'-"[]549&ac=8?93335&luuin=true line. Note: all email content can
be edited if you wish to do so.
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Y ou will be placed on music hold until the Chairperson starts the conference.

INSTANT ACCESS PLUS INSTANT ACCESS WEB PARTICIPANT LOGIN INFORMATION
You have been invited to join a Web Conference.

Click here to automatically login:

https - fwww callinfo comfprt 7host=instantaccess&ac=8793335&an=8008670549

Enter your participant registration information.

You will view a "Lobby screen” until the Chairperson starts the Web Conference.

To test your browser and network connections for compatibility prior to the conference, go to:

httn-ftest ~allinfn fam
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