Live Conference Viewer

Host’s Guide

ThinkEngine

NETWORKS

Part Number: 010-0019-00
Release 1.02.008 (for use with VSR1000 version 3.1)
September 2007



Copyright
The information contained in this document is subject to change without notice.

UNLESS EXPRESSLY SET FORTH IN A WRITTEN AGREEMENT SIGNED BY AN AUTHORIZED
REPRESENTATIVE OF THINKENGINE NETWORKS, THINKENGINE MAKES NO WARRANTY OR
REPRESENTATION OF ANY KIND WITH RESPECT TO THE INFORMATION CONTAINED HEREIN,
INCLUDING WARRANTY OF MERCHANTABILITY AND FITNESS FOR A PURPOSE.

ThinkEngine Networks assumes no responsibility or obligation of any kind for any errors contained herein or in
connection with the furnishing, performance, or use of this document.

Software described in ThinkEngine documents (a) is the property of ThinkEngine Networks, or the third party, (b) is
furnished only under license, and (c) may be copied or used only as expressly permitted under the terms of the
license.

ThinkEngine, VSR1000 and OnWord are trademarks or registered trademarks of ThinkEngine Networks.
All other product names are copyright and registered trademarks/trade names of their respective owners.
RESTRICTED RIGHTS LEGEND

Use, duplication, or disclosure is subject to restrictions as set forth in subparagraph (c) (1) (ii) of the Rights in
Technical Data and Computer Software clause at DFARS 252.227-7013 or subparagraphs (c) (1) and (2) of
Commercial Computer Software - Restricted Rights at 48 CFR 52.227-19, as applicable.

ThinkEngine Networks
100 Nickerson Road
Marlborough, Massachusetts 01752

508-624-7600
www.thinkengine.com

Copyright © 2003-2007 by ThinkEngine Networks. All rights reserved.

Live Conference Viewer: Host’'s Guide Page i
© Copyright 2007 ThinkEngine Networks



Table of Contents

Chapter 1: INETOAUCTION ...ttt ettt e et e e e e e esabeeensaeesnsaeesnsaeennsaeenns 1
1.1.  About Live Conference VIEWET .........cceeviiiiiiiiiiiiieeiieerite ettt 1
1.2, ADOUL thiS GUIAE ....cccueiiiiiiiiiiiiie ettt et 1
L3 K@Y TOIMS ..ciiiiiiiiiie ettt ettt e et e st e st e e st eesabeeesabee s 1

Chapter 2: Logging INtO LCV ..oiiiiiiee ettt e stee e e e e ssrae e 2
2. 1. OVEIVIEW .ttt ettt ettt ettt s ettt s e et e st e et e sat e e bt e saneenees 2
2.2, Log@INZ N0 LV ..oiiiiiiiiiieeeeteee et ettt et e e e aae e e nae e enbaeeenaee s 2
2.3, Log@Ing Out Of LICV ...oiiiiieeee ettt sttt et s 3

Chapter 3: Managing a Conference with LCV ......ccccoooiiiiiiiiiiieicceeeeeeeeee e 4
3. OVEIVIEW .ttt ettt ettt ettt st et s et et e sttt e sat e e bt e saneennees 4
3.2.  Performing Functions on the Overall Conference ...........cccceecveeeviieeiiieniieeeieeeie e, 4

3.2.1. Recording the CONfErence...........cooviiiiiiiiiiiiiiiecieeeeeeeeee e 4
3.2.2. Locking the CONTEIeNCe........ceiuiieeiieeiiie ettt ettt sree e srae e sebee e 5
3.2.3. Setting Exit and Entry TONES .......c.cooiiiiiiiiiiiiiiiieeeeceeceeeee e 5
3.2.4. Changing the MOAE.........oocvuiiiiiiieciie ettt et e e e sbae e s beeesaee e e 5
3.2.5. Ending the COonference..........coouiiiiiiiiiiiiiiceeeeceeeeeee e 6

3.3.  Performing Functions on Individual Participants ............cccceeeueeerieeiniieenieeeieeeieeeeenn 7
3.3.1. Muting PartiCIPantS .........coocueeeriiiiniieeieeeiee ettt ettt ettt 7
3.3.2. Hanging up PartiCIPantS..........ccueeeiuiieiiieeiiieeciie ettt eee e eiee e sveeeeveeesevee e 7
3.3.3. Determining the Active TalKer .........cooceiiiiiiiiiiiiiiieiiceeeeeeeee e 7
3.3.4. INVItING PArtiCIPANLS ..eeuvvieiiieeeiieeciteeeiee ettt et e eeeae e e e e eaaeesnbeeeenseeesnsneenns 8
INAEX ettt ettt e b e st ettt e be et e e neenane 9
Live Conference Viewer: Host's Guide Page ii

© Copyright 2007 ThinkEngine Networks



Table of Figures

Figure 1: LOZIN SCIEEM........ciiiiiiiiiiiiieeeteee ettt st 2
FIgUre 2: Main Page.......ccooiiiiiiiieiieecee ettt ettt ettt e e sae e e b e e ensaeeensaeeenseeennnes 3
Figure 3: Overall Conference FUNCHONS ........cccuiiiiiiiiiiiiiieiietceccecee e 4
Figure 4: PartiCipant ROWS.........coiiuiiiiiiiiiiiie ettt ettt e st e e st e e seaeeeaveeensaeesnsaeesnneeennnes 7
Figure 5: Inviting @ PartiCIPANT ........cocueiriiiiiiiiinieeceeeee et 8
Live Conference Viewer: Host's Guide Page iii

© Copyright 2007 ThinkEngine Networks



Table of Tables

Table 1: KEY TEIMIS ..eecuiiieiiieeiiie ettt ettt e et e e et e e et eessteeesnteeensseeenseeensseeensneesnseeennses 1
Table 2: CoNfErence IMOAES ......c.coiiiiiiiiiiieeee ettt e e ee et e e e e e e e trareeeeeeeeeensrneeees 6
Live Conference Viewer: Host's Guide Page iv

© Copyright 2007 ThinkEngine Networks



Chapter 1:
Introduction

1.1. About Live Conference Viewer

Live Conference Viewer (LCV) is a graphical user interface that allows conference hosts (a.k.a.,
moderators) to manage conferences run on ThinkEngine Networks” VSR1000 Voice Services
Router. With this tool, hosts can perform functions on the overall conference (e.g., recording the
conference, locking the conference, and changing the conference mode) and on individual
participants (e.g., muting participants, inviting new participants, and hanging up participants).

1.2. About this Guide

This guide is intended for use by conference hosts who use LCV to manage conferences. It
provides step-by-step instructions on how to perform all host functions through LCV.

1.3. Key Terms

The following table defines important terms associated with LCV.
Table 1: Key Terms

Term Definition

LCV Live Conference Viewer

Host The moderator of the conference

Entry chime The tone heard when a participant enters the conference
Exit chime The tone heard when a participant leaves the conference

Conversation mode | Conference mode in which no participants start off muted

Q & A mode Conference mode in which all participants except for the hosts start off muted, but
participants can unmute themselves

Presentation mode Conference mode in which all participants except for hosts start off muted, and
participants cannot unmute themselves

Live Conference Viewer: Host’'s Guide Page 1
© Copyright 2007 ThinkEngine Networks



Chapter 2:
Logging into LCV

2.1. Overview

This chapter explains how to log into Live Conference Viewer.

2.2. Logging into LCV

To open LCV, perform the following steps:

1. Enter the IP address of LCV in your web browser. (If you do not know the IP address,
check with your system administrator.) The login screen will appear, as shown below.

ThinkEngine Live Conference Viewer

NETWORKS

Username (emaily ||

Password

Figure 1: Login Screen
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Logging into LCV

2. Enter your username and password and click Submit. (If you do not have a username,
contact your system administrator.) The main window of LCV should open, as shown
below.
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Figure 2: Main Page

From this page, you can perform several functions. You can record the conference, lock the
conference, set exit and entry tones, change the mode, invite new participants into the
conference, mute participants, hang up participants, and end the conference. The next chapter
explains how to perform these tasks.

2.3. Logging Out of LCV

To log out of LCV, click the Logout hyperlink on the upper-right-hand portion of the window.
You will be returned to the login screen.
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Chapter 3:
Managing a Conference with LCV

3.1. Overview

Live Conference Viewer allows hosts to perform several functions with regard to the overall
conference and individual conference participants. This chapter explains how to perform these
functions.

3.2. Performing Functions on the Overall Conference

The functions that you can perform on the overall conference are as follows: You can record the
conference, lock the conference, set entry and exit tones, change the mode, and end the
conference. The buttons associated with these functions appear at the top of the page, as shown
in the magnified view below.
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Figure 3: Overall Conference Functions

This section explains how to use these functions that affect the entire conference.

3.2.1. Recording the Conference

Through LCV, you can record part or all of a conference, so that you can play it back at a later
point. This can also be done through the callflow. Be aware, however, that if you initiate a
recording via LCV, you can only control that recording through LCV. In other words,
recordings initiated through LCV cannot be stopped via the callflow. The opposite also holds
true: Recordings initiated through the callflow cannot be controlled through LCV.

Live Conference Viewer: Host’'s Guide Page 4
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Managing a Conference with LCV

3.2.1.1. Starting a Recording
To initiate a new recording, perform the following steps:
1. Optionally enter a recording number for the recording in the Enter Recording Number

field. You will need this number if you plan to listen to a playback of the recording at a
later point.

2. Click the record button ﬂ The recording will start, and the record button will become
disabled. The recording will be associated with the recording number you specified in
the preceding step.

3.2.1.2. Pausing a Recording

To pause a recording, so that you can append to it at a later point, click the pause button ﬂ
The record button will become enabled. To resume recording, click the record button.

3.2.1.3. Stopping a Recording

To stop recording at any time, click the stop button ﬂ The record button will become enabled.
Clicking the record button will start a new recording that should be associated with a new
recording number.

3.2.1.4. Playing a Recording Back

You can play recordings back by calling into the playback phone number associated with the
access number. (This is configured through Conference Central.) You will be prompted to enter
the recording number that you assigned when you started the recording.

3.2.2. Locking the Conference

LCV allows you to lock the conference to prevent new participants from joining. To lock the

conference, click Lock Conference. The lock icon é.ﬁl will display, and the conference will be
locked until you or another host unlocks it.

To unlock the conference at any time, click Unlock Conference. The unlock icon é:‘j will
display, and new participants will be allowed to join.

3.2.3. Setting Exit and Entry Tones

Entry and exit tones are played to the conference when participants enter and leave. Through

LCV, you can enable or disable these tones. When the tones are enabled, the chime-on icon €)
is displayed. To turn the tones off, click Entry Chime and/or Exit Chime (depending on which

you want to disable). The chime-off @ icon will display, and the tones will no longer be
played.

3.2.4. Changing the Mode

The conference mode controls the speaking privileges of participants. This section describes the
three available modes and how to select a mode.

Live Conference Viewer: Host’'s Guide Page 5
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Managing a Conference with LCV

3.2.4.1. Available Modes

At any given point in time, a conference can be in one of three modes, as described in the table

below.

Table 2: Conference Modes

Mode

Description

Conversation mode

No participants start off muted (i.e., all participants can be heard). This mode
would generally be used for small conferences in which open discussion is
desired.

Q & A mode

All participants except for the hosts start off muted, but participants have the
ability to unmute themselves. This mode would generally be used when
designated speakers are presenting, but those running the conference would like
to allow participants to ask questions.

Presentation mode

All participants except for hosts start off muted, and participants do not have the
ability to unmute themselves. This mode would generally be used when
designated speakers are presenting, and those running the conference do not
want any interruptions.

3.2.4.2. Selecting a Mode

To select a mode, click the radio button associated with that mode.

3.2.5. Ending the Conference

Ending a conference disconnects all hosts and participants from that conference. However, a
new conference using the same conference account can be initiated at any time.

To end a conference, perform the following steps:

1. Click J_f) End Conference. The following confirmation message will appear:

Microsoft Internet Explorer

\?/ Are you sure that vou want o end this conference?

| ok | [ Cancel l

2. Click OK. All participants will be disconnected. A new conference can be initiated at

any time.
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Managing a Conference with LCV

3.3. Performing Functions on Individual Participants

Functions that you can perform on individual participants are as follows: You can invite new
participants into the conference, mute participants, and hang up participants. The fields
associated with these functions appear in the participant rows, as shown in the magnified view
below.
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Figure 4: Participant Rows

3.3.1. Muting Participants

When a participant’s line is not muted, the unmuted icon - is displayed in the participant’s row.
To mute the participant, click the icon. The participant’s line will be muted, and the muted icon

% will display.
To unmute the participant, click the muted icon. The unmuted icon will display, and the
participant can be heard in the conference.

3.3.2. Hanging up Participants

To hang a participant up, click the hang-up icon T} | associated with that participant. The
participant will be disconnected, and the associated row will disappear from LCV.

3.3.3. Determining the Active Talker

The “active talker” is the participant who is speaking loudest (or generating the most noise) at
any given point. LCV indicates the active talker by displaying the active talker icon ﬂ}}) in the
Talker column of the Participant List. This information can be useful, for example, when noise
from a participant’s line is disrupting the conference. With the active talker icon, the host can
identify the troublesome line and mute or disconnect it.

NOTE: This feature must be enabled through the Operator Interface, and the Operator
Interface must be running in order for the active talker to be displayed.
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Managing a Conference with LCV

3.3.4.Inviting Participants

LCV allows you to dial out to a party and invite them into the conference. To do so, perform the
following steps:

1. Type the phone number of the party you want to invite in the Invite column of your row
and click the Call button. The system will dial the phone number, and the Join and
Cancel buttons will display in LCV, as shown below.
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Figure 5: Inviting a Participant

2. If the call does not connect for whatever reason, you can end the invite at any time by
clicking the Cancel button. If it does connect, you will be placed into a private

conversation with the invitee. You can ask the invitee if he or she would like to join the
conference.

3. If the invitee agrees to join the conference, press the Join button in LCV. He or she will
be added to the conference. If the invitee does not agree to join, click the Cancel button.

NOTE: If you initiate an invite through LCV, you must complete the invite through LCV. In
other words, if you initiate the call by clicking the Call button in LCV, you must use the Join
button in LCV—not the DTMF keys in the callflow—to bring the invitee into the conference.

The opposite is also true: If you initiate an invite through the callflow, you must complete it
through the callflow.
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