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1. Introduction

"Client Corner" is a web portal for various web applications and services provided by
Conference America. "Conference America Client Corner 2010" is a Microsoft Office
Outlook 2010 add-in for easy access to the Conference America Client Corner.

Users log into Client Corner once and have the full access to Client Corner, plus the
integrated experience with Microsoft Office Outlook 2010.

This document serves as a how-to instruction manual for new users.

2. Log Into Client Corner

After installing the application and re-starting Outlook, you need to click the
"Conference America" toolbar in the Outlook main window ribbon then click
"Configure Conference America Client Corner for Outlook."

ile Home S5end / Receive Folder View Conference America

Configure Conference America
Client Corner for OQutlook

Settings

In the "Configure User" dialog window, enter your Client Corner user information.
Please contact us if you do not have the information or need any help regarding the
information. Click "OK."

I "

% Conference America Client Corner for Qutlook @

Configure User @ (7]

Enter the user information for Conference America Client Corner

Client Comer User

ser Name/Email: SUpENMan

PESSDO[IE: BERRRRRERRED

| oK || Cancel
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3. Access Client Corner

After successfully logging into Client Corner, you should see the "Client Corner" toolbar.
It displays all the available Client Corner applications under your login.

File Home 5end / Receive Folder View Client Corner
o N o o E = = = H 7
®»>®»® ® ® & ¢ =z B B O o © o
AlwaysOn WebEcho  WebEcho With Meeting Schedule Schedule WebEcho My Conference Web E-Billing AlwaysOon Configure About
Control = Control * AlwaysOn Control = Control = | AlwaysOn Event = With AlwaysOn Event = Events = | Cost Manager = Quality = o Provisioning | |
Start Event Manage Event My Reports My Invoices| Managment Settings

If you make any changes to the applications, you can stay up-to-date by clicking either
refresh or change user.

You can then access Client Corner applications simply by clicking the application buttons
in the toolbar. Your default browser will launch the selected Client Corner web
application as you automatically log in.

If you have more than one account under the same application, you can choose which
account to use by clicking the application button and selecting the account in the

dropdown list.
= = ~
| ® 8 @
My

Conference Web E-Billir

‘|[Events =|| Cost Manager = Quality ~ h
| fﬂ - COMFEREMNCE AMERICA ¢
ﬂﬂ - COMFEREMNCE AMERICA

3.1 Start "AlwaysOn" (unattended) Event

(You may not have this feature based on your Client Corner user)

You can start an "AlwaysOn" event by clicking the "Start Event" button in the Client
Corner toolbar. By default, an invitation email will be drafted and displayed to you when
you start a new event as illustrated below.

Please note that "Meeting Control" is for attended events and is not applicable to
AlwaysOn.

Immediately after you send the invitation email, your default browser will launch the
according Client Corner application for the event. If you discard or only save the email as
a draft, the event will NOT be started through the according Client Corner application.

You have more granular controls to send an invitation email before starting a new event.
See application options for more information.
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3.2 Schedule "AlwaysOn" (unattended) Event

(You may not have this feature based on your Client Corner user)

You can schedule "AlwaysOn" (unattended) events by clicking either of the following
two:

¢ "Schedule AlwaysOn Event," for audio only event
e "Schedule WebEcho And AlwaysOn Event," for both web and audio events from

the "Manage Event" group of the Client Corner toolbar. An Outlook meeting request
will be drafted and displayed to you as illustrated below:

™ | s Scheduled eventwith - Meeting
Meeting Insert Format Text Review o @
[ =) e a
K @ ) = @ L g @ - O ) DD (3 Frivate
. ]| = i ¥ High Impartance
Delete (3 Forward ~ | AddTo  [Appointment Scheduling _ Cancel Address Check Response @ Reminders 15 minutes - Recumence Tme  Cotegorize

My Ewents Invitation Book Mames Options ~ Zones
Actians Client Corner Shonn Attendess Options

4 LowImportance

Tags Zoom

@ Invitstions have not been sent far this meeting,
To.. | |l
E Subject: Scheduled ewent with
Send
Locstjon: | 1-688-537-7715 Passcade
Starttime: | Sun 9/23/2012 - L0 PM - | [ &l day evert
Endfime; | Sun3/23/2012 - | |usoeM -

VOU ARE INWITED TO AN EWENT wWITH

Participant Join Information as follows

i v &

To Join the presentation portion, foll ow the instruction below,

1. Click this link: http gurcall comwebecha/Guest| ozin aspx?CanfRef= &Pin=

2. When the page [oads, simply enter your name and click "Join Meeting”

3. Once the oresentation |oads. you may ioin the conferance portion from the window on the bottom of the screen

=) — Event Join Information

L3 | Leader Info | participant Info

= | Leader Jain Infarmation as falows

To Join the presentation partion, fallow the instruction below:
Click this ink: hitps:/wuw. yourcall com/webesho/Default aspr?AD="

Ta DiaHin for the conference call, follow the instructions below,
1. Dial 18885377715 (US] / 1-334-260-0354 (INTL)
2 When prompled, enter the Leader Passcade

/B Windows Desktop Search is not available. |:| -

The body content of this Outlook meeting request form only contains event Participant
join information and will be visible to everyone who receives this meeting request, so it is
a good idea to omit any event Leader join information.

A portion at the bottom of this Outlook meeting request form contains event join
information for both the event Leader and the event Participant. This portion of content is
only visible for the user and is read-only. Tip: you can right click in this portion and
select "Copy All" to get a copy of its content or select "Print" to print its content.

After selecting desired event Participants for the "To..." field, you can click "Send" to
send out this meeting request and save it into your Outlook calendar, just like sending any
other Outlook meeting requests. By default, before the meeting request is sent, this
scheduling event will be automatically added into "My Events," which is strongly
recommended. Meanwhile, you have more granular controls to automatically add,
allowing you to schedule the event into "My Events." See application options for more
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information. You also can manually add this scheduling event into "My Events" by
clicking the "Add To My Events" button in the "Client Corner" group of the ribbon.

Once the event is added into "My Events," manually or automatically, you will see
"Manage Reminders", "View In My Events" and "Sync With My Events" buttons in

"Client Corner" group of the ribbon as illustrated below:

| ¥ = test 1009 - Meeting

File Meeting Insert Format Text Review
n = e T4 [£2]
-“[ fo' (% = o)) ﬁ = 3 2 : e
| Calendar @ = ‘Q’ o = L : 1 E‘/ ﬁ [l Busy A_¥ Recurrence

Cancel L%Forward' Manage ViewIn SyncWith |Appointment Scheduling Tracking Contact

Meeting Reminders My Events My Events Assistant b Attendees - ﬁg'
Actions Conference America Show Attendees Options

4 none - @ Time Zones | Categorize 1 Zoom

[=]E e |
> @

E & €
Em 4,

Tags Zoom

@ Mo responses have been received for this meeting,
Conflicts with another appointment on your Calendar.

To,.
=
Send Subject: test 1009

Update Location: 1-877-712-5080 Passcode #

= Rooms...

Start time: Tue 7/23/2013 - | |8:00 PM = I:| All day event
End time: Tue 7/23/2013 = | |B:30PM =

Instructions For Participant

To Join the presentation portion, follow the instruction below:

1. Click this link: http:// [Guestlogin.aspx?ConfRef=

2. When the page loads, simply enter your name and click "Join Meeting"

3. Once the presentation loads, you may join the conference portion from the window on the bottom of the screen.
To Dial-In for the conference call, follow the instructions below:

1. Dial 1-877-712-5080 (US) / 1-334-323-7228 {INTL)

2. When prompted, enter the Guest Passcode:

To Dial-In from iPhone click 1-877-712-5080,,,,. or 1-334-323-7228,,,,,

=) — Event Join Information

|3

3 | Leader Info | Partici Info

= ||Instructions For Leader

To Join the presentation portion, follow the instruction below
Click this link: http:/, {Defautt aspx?D=

To Dial-In for the corference call, follow the instructions below
1. Dial 1-877-712-5080 (US) / 1-334-323-7228 (INTL)
2. When prompted, enter the Leader Passcode: 3635489 &

You can click "View In My Events" to open the event inside "My Events" web
application. Then you can manage the event with more details and choices inside "My

Events."

If you click the "Delete" button, the event will be deleted from your Outlook calendar

and "My Events" as well. This deletion cannot be undone.

By default, before the meeting request update is sent, this scheduled event will be
automatically synchronized with "My Events," which is strongly recommended.
Meanwhile, you have more granular controls to automatically synchronize scheduled

events with "My Events." See application options for more information.

You can also manually synchronize scheduled events with "My Events" by clicking the
"Sync With My Events" button in "Client Corner" group of the ribbon as illustrated

below:

Version 1.0
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EDI"I EFERCE Emerlca E IF_'I"IE EDI’HEF ar EUEDDE E

@ This event has been successfully synchronized with by Bvents,

Here are the rules of synchronization between your Outlook and My Events:

e Event join information, including dial-in number, passcode, and web URL, etc.
will always be loaded from "My Events."

e Event scheduling information, including subject, date & time, and time-zone, will
be automatically merged between Outlook and "My Events" for the same event.
See the application options for more details.

You can click "Manage Reminders" to set your reminders for this event as illustrated
below. You would need to click "OK" to save the changes or "Cancel" to make no
change. By default this dialog will show up every time when you successfully schedule
an event which is also added into My Events. Meanwhile, you can choose not to set the
reminders when you schedule an event. See application options for more information.

[ Conference America Client Comerfor Outlook [ |

Manage Event Reminder(s)
outlock reminder demo by @ Fri 82013 6:20 PM
For: [Leader v]
|Emai_~| 5 [ [minte v] [[5Add |
Reminder Action
Email Leader & Minutes >
> Email Leader 15 Minutes b

3.3 Manage Events

(You may not have this feature based on your Client Corner user)
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Click "My Events" to launch the Client Corner web application, "My Events," from your
default browser, and you can manage all your events from there.

Home Send / Receive Folder View Client Corner

OO ® 0O 6

[}

imaogﬁ@e

AlwaysOn WebEcho  WebEcho With Meeting Schedule Schedule WebEcho Conference Web E-| B\Hlng AlwaysOn Configure About
Control = Control ~ AhwaysOn Control =~ Control = | AlwaysOn Event = With AlwaysOn Event ~ Events = | Cost Manager = Quality ~ Provisioning | |
Start Event Manage Event My Reports | My Invoices| Managment Settings

3.4 Events Synchronization
(You may not have this feature based on your Client Corner user)

G & G e

Schedule Schedule WebEcho Schedule My  SyncWith
AlwaysOn Event » With AlwaysOn Event ~ Op-Handled Event Events = My Events

Manage Event

Click "Sync With My Events" to launch the form for events synchronization. Please
note that this button is only available when "Sync with My Events When Send Meeting
Request" option is turned on.

r = B

% Conference America Client Corner for Outlook
- —

Synchronize Events with My Events

o Synchronization is finished!
From Thursday . May 082014 [ To: Wednesday, August 06,2014 [+ (») start

Tasks | Bror

! Task Progress
Retrieve events in My Events between 5/8/2014 and 8/6/2014 - (5) Complete

»  Search existing synchronized events in calendar Complete

> Import evert Conference at 6:25 PM Central Standard Time on 5/10/2014" Complete

> Import event Conference at 6:33 PM Certral Standard Time on 5/10/2014" Complete

*»  Sync event ‘Scheduled event with at 5:00 PM Central Standard Time on 5/15/2014" Complete

*  Sync event Twenty five years already at 2:00 PM Central Standard Time on 6/4/2014' Complete

¥ Sync event ‘Anothertest for Outlook sync at 1:30 PM Certral Standard Time on 6/7/2014" Complete

- .

4. Configure Client Corner User
@

" Cnnhgure

To configure logged in Client Corner user, click the "Configure (User Name)
button from "Client Corner" toolbar in Outlook main window ribbon:
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“ Conference America Client Corner for Outlook @

Configure Current User

Review the current user information for Conference America Client Corner

Cumrent Client Cormer User

Mame: SOMEQNE
Email: someonelsomecrs
Refresh ] [ Change User] [ Remove User] [ Options ] [ Cancel ]

4.1 Refresh Client Corner Applications

Click the "Refresh" button to reload all the available Client Corner applications under
your user. You should see dialog informing you that your user information has been
successfully updated as illustrated below:

Confirmation @

4.2 Change User

Click the "Change User" button and follow the screen instructions to log in as another
Client Corner user.
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' )

Confirmation @

l What you would like to do regarding changing current Client Corner
% user?

Click "Yes' to also delete all of the events scheduled by the current user
in your Calendar, Please note that these events will NOT be deleted in

My Events for the current user,

Click ‘Mo’ to leave the events scheduled by the current user in your
Calendar. However it is NOT recommended for security concerns,

Click 'Cancel' to not change the current user,

o ][ b ][ G

4.3 Remove User

Click the "Remove User" button and follow the screen instructions to log out the current
user from Client Corner.

- )

Confirmation @

l What you would like to do regarding removing current Client Corner
. user?

Click "Yes' to also delete all of the events scheduled by the current user
in your Calendar. Please note that these events will NOT be deleted in

My Events for the current user,

Click ‘Mo’ to leave the events scheduled by the current user in your
Calendar. However it is MOT recommended for security concerns,

Click 'Cancel' to not change the current user,

| Yes || No || Cancel

5. Application Options
o)

11 Configure

To open application options, click the "Configure (User Name)" 7 button from
"Client Corner" toolbar in Outlook main window ribbon:
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¥ ol

“ Conference America Client Corner for Outlook @

Configure Current User

Review the current user information for Conference America Client Corner

Cumrent Client Cormer User

MName: SOMECTE
Email: someonelsomecrs
Refresh ] [ Change User] [ Remove L.lser] [ Options ] [ Cancel ]

Then click the "Options" button to open the "Configure Options" form:

P )

= Conference America Client Corner for Outlook @

Configure O ptions

Enter the option zettings for Conference Amernica Client Corner

Send Invite Email B efore
Starting Event:

Azk Me Whether To Send [nvite

Email Eefore Starting Event; @ Yes (0 No
Sync WWith My Events “When _ §
Sending Meeting R equest; @ Yes () No
YWhen Sync Event Scheduling
Infarmation Witk by Events:
Set Reminders When _ .
5 cheduling Event; @ Yes () No
Set Reminders When _ .
Accepting Meeting Flequest: @ Yes () No
[ Save & Cloze ] [ Cancel ]

Click "Save & Close" to save changes and close the "Configure Options" form. Or click
"Cancel" to not make any change to the options.
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5.1 Invitation Email Before Start Event

Set "Send Invite Email Before Start Event" as "Yes": an invitation email will be
drafted and displayed before you start a new "AlwaysOn" (unattended) event.

Set "Send Invite Email Before Start Event" as "No": you start a new "AlwaysOn"
(unattended) event through the according application without sending an invitation email.

If "Ask Me Whether To Send Invite Email Before Start Event" is set as "Yes," you
will get a question dialog illustrated below. And the setting of "Send Invite Email
Before Start Event" will be ignored.

Confirmation @

=S y Do you want to send out an invitation email before starting event?

Click 'Cancel' to not start event.

5.2 Synchronize Event with My Events

Set "Sync with My Events When Send Meeting Request" as "Yes": the event will be
added or synchronized with "My Events." See the schedule event for details.

Set " Sync with My Events When Send Meeting Request " as "No": the event will only
be saved in your Outlook calendar.

The "When Sync Event Scheduling Information With My Events" option is always

set as “Automatic Merge”. The event scheduling information will be merged
automatically between Outlook and My Events. See the schedule event for details.

6. Check Application Update

L7}
To check for updates for this application, click the "About" «- button from the "Client
Corner" toolbar in Outlook main window ribbon:
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F |
"'.-'f__;- Conference America Client Corner for Outlook ﬁ

The information about Conference Amernica Client Corner for Outlook

Description: Conference America Client Comer for Outlook 2010
Version 1.2.0
= Corference America, Inc.
All rights reserved.

Check update automatically
| Check Update Now

APl Access URL:

APl Access 1D:
Help/Questions:  www.conferenceamerica.com

Waming: This computer program is protected by copyright law.
lUnauthorized reproduction or distibution of this program, or any

portion of it, may result in severe civil and criminal penalties, and
will be prosecuted to the maximum extent possible under the law.

Click the "Check Update Now" button to check whether there is any newer version of
this application. By default the application will check the update automatically and
notify you if a newer version is found. You can use "Check update automatically"
checkbox to toggle the setting.

If a newer version is found, you should see the form illustrated below. You can then click
Details and Download links to get the newer version.

“ Conference America Client Corner for Qutlock @

Application Update

€ 2 newer version is found. Please review its information.

Wersion: 0.9.3 Beta

Fourth beta release for testing

Release Date: Tuesday, May 29, 2012
Details: Click Here

Download: Click Here

If you are using the latest version of the application, you should see the form illustrated
below. No further action is needed at this point.
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Confirmation

P e

Mo newer version is found, The application is up-to-date,
k. f
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