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Simply the best conference call experience

USER GUIDE RECORDING MANAGEMENT FOR HOSTS

This User Guide explains:

How the host can record conference calls
How the host can make recordings available for playback

Recording conference calls

Only the host can initiate the recording of

conference calls. This can be done in two ways:
Through the host telephone key pad:
pressing the * and then the ‘3’ button will
start the recording
Through the web control panel by pressing @
located in the Conference Controls panel
or Current Conferences panel. The recording
is in progress when the icon looks like this =

Recordings are concluded in one of the following
ways:
Through the host key pad: pressing * and
then the ‘3’ button will stop the recording
Through the web control panel by pressing =
the recording is stopped when the icon
returns to this state ©.
When all participants exit the call

Making recordings available to interested
parties.
The most recent recording is always available
through the recording playback line 0844 316 0317.
The customer calls the recording playback number
and enters the conference ID.
If only one recording is associated with
the conference ID, the recording begins
playing immediately.
If there is more than one recording, the
customer will enter ‘0" and ‘#™ to listen to the
most recent recording.

To make available previous recordings, the host
will login to the web control and select “Conference
Recordings” from the list on the left hand side.

The recordings from the previous 30 days will be
displayed.

From here the host can Download, Convert
to MP3, Start Sharing, or Delete the
recording.

Select “Start Sharing” and the display
changes to “Stop Sharing: (share code)” - this
code can be provided to interested parties
who will call the recording playback number,
enter the conference ID, and then enter the
share code to listen to the recording.

Recording playback into a current conference
A recording can be played into a current
conference. From the Conference Recordings
page, “Play to Conference” is selected. Then the
conference number is chosen from the drop-down
menu and “play now” is pressed.

Uploading a recording

A recording made elsewhere can be uploaded
info your web control panel and then played into

a conference or shared through the recording
playback line. The recording must be in a “.wav” or
an MP3 format. From the Conference Recordings
page, the plus sign next to “Current Recordings” is
pressed.

A new page appears where the conference ID is
chosen from the drop-down menu and the Audio
File is selected from the computer. After selecting
upload, the new file is now listed on the Conference
Recordings page.



your
conference.
com

Simply the best conference call experience
...and lower costs

Example Conference Recordings in your web
control panel:
Line 1 - Recording which has been converted
to an MP3 format which can be played
from the icon or downloaded to the user’s
computer.
Line 2 — Recording which has not been
converted to an MP3 or been selected
for sharing. This recording is available
for playing into a current conference. A
downloaded recording from this line will be
in a “.wav” format.
Line 3 — Recording which has been selected
for sharing, share code 1076. Once a
recording is selected for sharing, it can no
longer be played into a current conference. A
downloaded recording from this line will be
in a “.wav” format.

Current Recordings "o

Play
Recording Download WAV Share Recording
1) DatefTime | e = | ength MP3 Recording to L=z
Conference
2010-04-
12345-
20 Download 0:28 i » Delete
1271780168 11:16:08 -
2010-04-
Lt I 20 Download 1:32 Convert to MP3 Star‘t o= Delete
1271780340 L E— — Sharing Conference
11:19:00
12345- 2010-04- Stop
1271780168 20 Download 0:27 Convert to MP3 Sharing: Delete
11:16:08 1076

Conference Services



