


SpeakServe Conference Call

Features

The SpeakServe Tele-conferencing service offers a number of
enhanced in-conference features that can be activated at any
stage of the conference call. These include:-

* Background Noise Elimination — mute or un-mute your voice.
Background noise is eliminated from other callers in the
conference. Un-mute to speak at any time. Mute — Press 0,
Mute Off - Press 1.

¢ Volume Control - to increase the volume Press 6. To decrease
the volume Press 4.

¢ (CallerAnnouncements—Youmayswitchofftheannouncement
of the arrival/departure of a caller.
Announcement on — Press 7. Announcement off - Press 9.

* By pressing the * (star) you will access the following menu:-

* |nstant Roll Call — Press 1 —to hear a list of callers connected to
your Conference call.

* Invitation to join a conference — Press 2 to invite another

person to join your conference.

e If you are calling from a fixed line number you will be
connected to that person and will be given a free three
minute call to tell them the conference room number and PIN
code. To disconnect from your outbound call and return to
the conference room — Press 0.

e If you are calling a mobile number an SMS message will
automatically be sent to the invitee asking them to join the
conference and includes the dial in number, conference room
ID and PIN code.

e (all Recording - Press 3 — to record your conference call for
future reference. This will be e-mailed to the conference
account holder. This can be played back using standard media

players (Real Player, Quick Time, Windows MediaPlayer).

* To hear options list - press 5

(a) NEWVOICEVEDIA

www.newvoicemedia.com

Feedback
In order to provide the best possible service New\VoiceMedia is

keen to get your feedback on Teleconferencing Services. If you
would like to make any comments or suggestions, if you are
unsure about any aspect of the service or would like to comment
on its usability, please e-mail support@newvoicemedia.com.

User Guide
If you already have a conference room please Press 1. Enter your
conference room ID and PIN code.

To create a new conference room:

1. Go to www.newvoicemedia.com/speakserve.aspx

2. Click on the graphic ‘Create Conference Room'’

3. Youwill be given a 6 digit personal conference room ID code.
You can overwrite this by choosing your preferred number
- but if that room number already exists you will be asked to
choose another.

4. You will be asked to enter a PIN security number of four or
more digits (We suggest spelling out a memorable name/
word using the alphanumeric keypad on your telephone.

5. You will be asked to record your e-mail address so that the
conference recording can be sent to you.

6. Record a personal greeting for your conference room.
Record your name to announce you as you enter or leave the
conference room.

8.  Start conferencing.

We hope you enjoy using this service!
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