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Tolog in to the RGA Conference Server:

e Open your internet, Enter the IP Address given by your provider
e Enter Login Name: [as previously provided by NATG]

e Enter Passcode: [as previously provided by NATG]

e C(lick Login

[ ]

Once you are logged in, the home page will be displayed. The Home page lists the existing conference rooms

in your account

To Log Out: Click Logout) in the top right corner of your screen
Important Note: Please do NOT delete the admin account of the natg account. If you do, we may need to restore

the program which will wipe out any saved settings
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Creating an Account for another User: NEC
g u : e [ [ Servios [t Ve | gt | Adriintin]
e Login to RGA Conference Server Account Profile
. . I Inf
e From the Home Page, click Account Profile Personaltnfo J—
— Lagin|Kristi

e  Fillin Personal Info:

o Login Name (this will be used for the
for the employee’s login Name)

o Password (numeric) (this will be
used for the employee’s login
passcode)

First Name/Last Name

o Primary Phone: Enter the phone
number that the callers call to join
the conference

o Primary Email

e The rest of the information can be left blank
e If you would like report send to their email,
fill in the Email Settings

o Click Test to test the connections

e Click Submit m when Finished

New Passward/*ss
Carfirm Mew Passwaord|***»
First Mame Kristi
Middle Name|
Last Mame|LePore
Nickname|
Primary Phone/6048569155
Ahernate Phone 1
Ahernate Phone 2
Alternate Phane 3
Primary Emzilklepore@natg.ca

Serondary Email
SMS Address
Pager Address
Page Size 15
Language| en-US *
Time zone| (GMT-08:00) Pacific Time (US & Canada) -

At lzast ane of First name and Last name is required, and at least ane phane number ar
emailisms/pager address is also reguired.

[0 means unlimited]

Email Settings
Mete: Summeary reports are disabled by the system administrator,

Email Provider Settings

Port
Server
25

e Logout if finished

User Name
Paszward
Authentication Plzin

= Login Cram-MD35

North American Telecommunications Group
in the end...it all comes down to service

Service: 604 -856- 9155
Email: service@natg.ca
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Deleting an Account for another User:

e Loginto RGA Conference Server
e C(Click Resources, then click Accounts
e Beside the person you would like to

. [rdd] AccountsFilter [Fiter] Appiy Cange:]
delete, click the delete box, then Apply | e e oaeE|
Changes 1| neta | ne v

e Logout when finished 2 | Krist | Krist LePore - -
3 nuser NUser nuser L4

Creating/Modifying a Conference

Note: If the employee has an Account setup, they can create their own conference.

e Using the above instructions, NEC Logout]
Log in to RGA Conference Server e e

(X) On Date

e From the Home Page, click EZ3——>&E) conferences T
to create a new conference OR
To Modify a conference, click on
the conference you’d like to modify \

Note: if you are not on the home page, click Services and then click Conferences

. . . [Cance) Add Conference [ Submit ]
e Enter a Subject Name, example: Conference for Kristi | utject [Gonferance for Frst

Conference for Kristi ON-DEMAND

e Under Basic Settings, enter the settings you’d like for this conference:

o Access Codes:
= Moderator: Enter what you would like your moderator number to be (only used for yourself)
(must be a number, suggestion would be using your ——— Access Codes

extension number (ex. 209)) Moderator Participant
209 9155 Reset

= Participant: Enter the access code you would like callers to
enter when they’re joining the conference (ex. 9155)

o Audio Messages and Music

Audio Messages and Music

= Greeting: Leave as None Greeting [§] Join Message [§] Hold Music [
Nane * || *About To Join™ v || *System Music™

= Join Message, select between:

e None: Selecting None will not notify that caller when they join the conference

e About To Join: Selecting About to Join will announce to the caller that they are “about
to join the conference” before the conference begins

= Hold Music: Leave as *System Music*

o Audio Options
= Entry Tone: This is the sound that will play when someone joins the conference (suggested
setting is none or beep) | Entry tone | beep ¥ Exit tone | beep ¥ |

= Exit Tone: This is what will play when someone exits the conference (suggested setting is
none or beep)

o Audio Options

North American Telecommunications Group Service: 604 -856- 9155
in the end...it all comes down to service Email' se rVi ce @ n atg ca
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= Play Entry Name as:
e Omitted: Does not announce that someone has joined the conference
e Recorded: The system has the caller record their name |pjay entry name as|omitted v

when they dial in. Their name will play when they join omitted
Y piay v
the conference | Someone...

e Someone: The system will announce “Someone has
joined the conference” when the caller joins the conference
= Participants enter: Unmuted, Moderator-muted, Self-muted
e Unmuted: Leave checked
e Moderator-muted: Leave unchecked
e Self-muted: Leave unchecked
= Play tone when attendee raises hand : Leave unchecked

- Entry/eXit sound limits (minUteS) Entry/exit sound limits (minutes] Entry |5 r Exit | never ¥
= Play entry name at exit Play entry name at exit
. . #| Play Wait-For-Conference announcement
e |If pre-recorded, this will play o

the person’s name when they leave the conference
Play Wait-For-Conference announcement
e This will announce to the entry that they are waiting for the conference to begin
o Security Options
= Wait for moderator to join
e If unchecked, the participants will be connected even if the moderator has not joined

yet Wait for moderator to join
* Disconnect lone participants # Disconnect lone participants
e This will disconnect a party if they are Stop conference when moderator disconnects

the last one left in the conference
after everyone else has left. (recommended so it doesn’t tie up your phone lines)
= Stop conference when moderator disconnects
e This will disconnect the conference once they have hung up. If not selected,
participants will still be in the conference until they hang up
e Click Submitm when finished

[ Cancel | Add Conference —> B

Subject |Conference for Kristi

Basic Settings Scheduling

Basic Settings

Access Codes Audio Messages and Music

Moderator Participant Greeting [{] Join Message [{] Hold Music [{]]

209 9155 MNone v || *About To Join® ¥ || *System Music* v

Reset
Audio Options
. Entry/exit sound limits (minutes)  Entry |never ¥

-, v v ’
Entry tone | beep |I| Exit tone | beep |I| Exit never ¥
Play entry name as | omitted v Play entry name at exit
Participants enter ® Unmuted Moderator-muted

# Play Wait-For-Conference announcement
Self-muted o

Flay tone when attendee raises hand

Security Options

Wait for moderator to join Stop conference when moderator disconnects
# Disconnect lone participants

/\/A;G North American Telecommunications Group Service: 604 -856- 9155
; in the end...it all comes down to service Email: service@natg,ca
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Scheduling a Conference Call:

e Login to RGA Conference Server NEC Logout]
; Resources | Services

e From the Home Page, chcklm\

Find (%) On Date & ®

to create a new conference OR To TED conferences
Modify a conference, click on the——

T = Conference for Kristi \Cal OM-DEMAND 209 9155

conference you’d like to modify X

Note: if you are not on the home page, click Services and then click Conferences

e Click Scheduling Besic Seings 2 Scheduling

o C(Click Enable Scheduling— ¥ Enable Scheduling

e Choose if you would like Mumber of ports to reserve [0 | [0 means unlimited]
participants to call in dum\ Quick Schedule
specific time or No call in if you # Call-in? [ Mo call-in? Timezone [(GMT-08:00) Pacific Time (US & Canada) ¥
would not like participants to be p— e T T :
able to join after the conference / 4
has started

e Choose the Begin Date

e Choose the Duration Time

e Choose Recurrence

e Click Submit m when finished

Adding Conference to your Calendar:

e Login to RGA Conference Server NEC Logout)

e Once you have a conference
created (follow instructions for €D conferences ([T ® on Date = ®
Creating a Conference)' you will 1 | Conference for Kristi )| on-oemano 209 9155

see your conference on the home
page. Note: if you are not o e page, click Services and then click Conferences

e C(lickon m

) For your first Set up’ your APPOINTMENT INSERT FORMAT TEXT REVIEW UC Suite
. . (DY
computer will ask you which [F DX [ Calendar i D) ﬁ &% Rsowns Moy -
calendar to use by default, Save & Delete O Fonyard - | Appointment Scheduling | Meeting | Invite Reminder: |1 day -
Close Assistant Motes Attendees
ChOOSG the Calendar Actions Show Meeting Notes | Attendees Options
L4 You W|” see the Calendar Subject Motification for Conference for Kristi
downloaded on your screen Location localhost @ 800-555-1212 then $155#
7’
Start time Mon 1/23/2017 E 6:12 FM - Al day event

double click on it to open
. End time Mon 1/23/2017 [E 712em -
e The calendar event will include

the information your entered in

your account (ie the Primary
phone number for them to call in To join the audio conference, dial 800-555-1212, then enter access code 9155#.

Conference for Kristi

to to join the conference and the
access code). Modify whatever information you’d like
e Click Invite Attendees if desired
e C(Click Save & Close

North American Telecommunications Group Service: 604 -856- 9155
in the end...it all comes down to service Email' se rVi ce @ natg ca
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Joining a Conference Call:
e (Call direct line (if applicable) OR Call main number and ask reception to transfer you in to the conference

e Once you are transferred in to the conference, you will be prompted to enter your access code followed
by the # sign

e Follow Prompts

Transferring a caller in to a Conference Call:

e With the active call, press your transfer key, enter the voicemail extension given by your provider
e Hangup

e The caller will then follow the instruction for “Joining a Conference Call”

To add a call to your Conference Call:
e Loginto RGA Conference Server

North American Telecommunications Group Service: 604 -856- 9155
in the end...it all comes down to service

Email: service@natg.ca



