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Budget Conferencing User Guide

Welcome!

This user guide contains detailed instructions on how to use our conferencing services, including touch tone
commands. Using this guide you can set up your next conference call, facilitate that call and become familiar
with Budget Conferencing features and functionality.

If you have additional questions, please call Budget Conferencing Client Support on 1800 701 106.
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1.0 FastAudio — Reservationless audio conferencing

Set up and manage your own conference calls 24/7 from anywhere, anytime. FastAudio is one of the simplest
and easiest to use conference call products available.

Follow these quick and simple steps to begin conferencing with FastAudio ...

1.1 Accessing your FastAudio conference details
FastAudio is a reservationless conferencing service, so you can hold your conference calls at any time. You
simply use your regular dial-in numbers and passcodes - without the need to book in advance.

1. Log in your Budget Conferencing account here —
http://www.budgetconferencing.com.au

2. Refer to your FastAudio — audio conferencing details. A print version is also available for your

convenience.

Hi Joe, Welcome to myConference
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1.2 Scheduling a FastAudio Conference
You also have the option to schedule your FastAudio conference via our website. To do this:

1. Log in your Budget Conferencing account here —
http://www.budgetconferencing.com.au

2. Under the My Conference section on the left, click on Book a new Conference.

3. Follow the on-screen prompts to submit your conference details.

4. An email confirmation will be sent to you with the conference details. If requested, the conference
participants will also be naotified via email.

>

Budget 7

Call 1800701 106
CONFERENCING >
Affordable conferencing made easy >~
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| Book a new Conference | Book an Operator Assisted Conference | ViewsEdit my scheduled Conferences | Log intofhonk 2 weh conference
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1.3 Hosting a FastAudio conference call
1. Inform your participants of your meeting time and date, participant passcodes and dial in numbers.

2. At the time of your meeting, call the appropriate dial in number and enter your moderator code.
Participants will need to enter the participant passcode.

3. You are now in the conference and can begin your meeting! To end the conference, simply hang up, or
press *93 to close all lines.
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1.4 Conference features and options

You can manage your meetings more effectively using the easy phone key-pad controls listed below.

1.5 Other conferencing options

1. Need some visuals with your conference call? Check out WebEx web conferencing

2. Running a structured or an important event? Check out our FastEvent Operator assisted conferencing
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2.0 FastEvent — Operator assisted audio conferencing

An operator runs your conference call to provide a professional and structured event. Ideal for high profile client
presentations or customer education seminars.

Follow these quick and simple steps to begin conferencing with FastEvent ...

2.1 Scheduling a FastEvent operator assisted conference

With FastEvent operator assisted conferencing, you'll need to book your conferences in advance. This is
because these calls require a dedicated operator to be present on the call, and we need to make sure one is
available for you. We ask that you give us 2 working days advance notice for these calls.

1. Log in to your Budget Conferencing account here -

http://www.budgetconferencing.com.au

2. Inthe My Conference section, click on Book an Operator Assisted Conference.

Complete the online form with your conference requirements.

4. An Event Manager will contact you via email within 1 working day to confirm your conference booking,
and explain the conference process.
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2.2 Conference features and options
The following are the additional features you can select in the online form when you book your conference,
please note these incur an additional cost as outlined on our pricing page:

1. Structured question and answer sessions
2. Participant polling

3. Conferencing recording

2.3 Running a FastEvent Conference

1. On the date and time of the conference, participants dial in to the conference to await the start of the
call.

2. The conference host and any speakers should join 15 minutes early for a test run-through.

3. The operator stays on the call to provide assistance, monitor line quality, and call out to participants. If
required, they will also run Q&A and polling sessions.

4. After the conference, the Event Manager will provide you with results for any Q&A or polls run.

2.4 Other conferencing options

1. Looking for a simple, self-managed conferencing solution? Check out FastAudio reservationless audio
conferencing
2. Need some visuals with your conference call? Check out WebEx web conferencing
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3.0 WebEx — Web conferencing

The gold standard in web conferencing, WebEXx is an easy to use solution that allows you to interact in real time
— without any IT support required. Present slides, demonstrate software, share your desktop and more.

Follow these quick and simple steps to begin web conferencing with WebEx ...

3.1 Scheduling a WebEx web conference

This is a reservationless service, so you can hold your web conferences at any time. You can access your web
conference details and schedule conferences in advance via our website. To do this:

1. Log in to your Budget Conferencing account here -
http://www.budgetconferencing.com.au

2. Inthe My Conference section, click on Log into/book a Web Conference

3. Your WebEXx site should now appear. In the left menu, click on ‘Host a meeting’, then ‘Schedule a
meeting’.

4. If you want your meeting to start immediately, click START NOW.

5. To schedule your meeting for a future time/date, click through the steps, as required to complete full
details, then click SCHEDULE to complete.

6. An email confirmation will be sent to you with the conference details. If requested, the conference
participants will also be notified via email.
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3.2 Hosting a Meeting

1. Log in to your Budget Conferencing account here -
http://www.budgetconferencing.com.au

2. Click on My Conference, then Log into/book a Web Conference

3. Alist of all your conferences should now appear. Click Start next to the relevant conference.

9| www.budgetconferencing.com.au



Budget Conferencing User Guide

3.3 Joining a Meeting as a Participant

From the email confirmation of your conference, click on the conference link
Enter your name and email address.

Enter the meeting password

Click on Join.

~pODNDRE
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4.0 Top 10 Conferencing tips

1

Create an agenda and stick to it
Create an agenda for the conference, and distribute this to the participants at least a day in advance.
On the conference, remain consistent with the agenda and timings in order to respect the time of the
participants.
Host should arrive early
The conference host or organiser should arrive a few minutes early to greet each of the participants and
let them know when everyone is present and ready to start the call.
Introduce yourself
Always introduce yourself when speaking for the first time. If you don't, other participants may not know
who is speaking.
Avoid putting your phone on hold
Putting your phone on hold could introduce music into the conference. You should always use the*6
mute function instead. Otherwise your hold music will play into the conference call and make it
impossible for the other participants to continue the meeting in your absence. Remember to un-mute
yourself when you come back, by pressing *6 again.
Clearly state when the call ends
If participants linger after you have hung up on the call, you will be billed! Stay on the line and make
sure everyone has left the call. By ensuring that all participants understand when a call has ended, you
will avoid any possible confusion.
Ensure you are speaking in a quiet environment
The Budget Conferencing equipment allows you to speak simultaneously with another caller without any
loss of sound quality. This means, however, that any static or disruptive noise that can be picked up
through your phone line will affect the conference. You must ensure that you are speaking in a quiet
environment.
Prevent sound quality problems
If possible, use a phone with a handset that is hard-wired into the phone lines.
Be sure to test the working condition of your equipment before an important meeting.
Avoid speakerphones as they will introduce background noise into the call. If you are using a
speakerphone, try to find one that is "full digital duplex." This will allow all parties to speak at the
same time with no clipping.
And if no one in your room needs to speak, use the "mute" button on the phone to prevent
background noise from disrupting the meeting. When someone needs to speak, simply release
the "mute" button.
Avoid mobile or cordless phones as they tend to pick up static. If you really do need to use a
mobile phone, we recommend a stationary location where the signal strength is high.
Hang up and dial back in... Generally sound quality problems clear themselves up when the bad
connection is terminated.
Turn off call waiting.
Some of our conferences are set to play a tone as an announcement of a new person entering the
conference. If your line starts beeping with call waiting, it can be very confusing and disrupting to the
meeting! Most call-waiting features can be deactivated by dialing *70 before dialing. Check with your
local phone service provider if you are unsure how to deactivate this function on your phone.
Contact our live operators 24/7, by pressing *0
It is generally best to contact us while you are experiencing the problem. If we can join you during the
call and experience the problem first-hand, it helps us diagnose the cause of the problem.
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5.0 Need more help?

For further information please call Client Support:
1800 701 106
clientsupport@budgetconferecing.com.au
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