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|. SERVICE REQUIREMENTS:

Supported Browsers:

e Microsoft Windows: Internet Explorer 5.5 SP2 and above, Mozilla Firefox 1.0 and above
e Mac: Safari 2.0, Mozilla Firefox 1.5 and above

e Linux: Firefox 1.0 and above, Netscape 7 and above, Mozilla 1.7 and above

Please note that different browsers can be used within the same conference. Web browsers have to support
javascript and cookies.

II. LOGGING INTO Easton Anywhere

To login to Easton Anywhere, go to: https://webconf.anywhereconference.com through your browser.

1. You can select the language of your conference
at this stage, simply by selecting the
appropriate flag (UK English, US English, French,

Spanish, German, Japanese, Swedish, Portuguese, Dutch,
Norwegian, Russian, Chinese, Italian) /

2. Enter Your Web Login (mandatory) & -

3. Enter your PIN code (mandatory) (Moderator PIN =
for the host of the conference; Participant PIN SEE0cArcasaan
for those invited to attend) Doaris

4. Enter your name as you would like it to appear
to participants (mandatory)

5. Click Go if you want to conduct an instant
meeting.

6. To pre-schedule a meeting or manage your account settings prior to a conference, check the box:
“Manage My Account”. This will allow you to view your account details, change your settings, view or
edit your content bank, view your meeting usage and prepare invitations.

III. MANAGE MY ACCOUNT

If the check box for Manage My Account is selected on the login page, this will allow you to view your
account details, change your settings, view or edit your content bank, view your meeting usage and invite
participants to your conference.

1. My Account:

e This is the first tab you will see when you log in to e Rl S eS| vy e SR gt L=
manage your account. It displays your Web Login
Reference, your name, email address and your
time zone. 1.~..m.'::: i;:::s--':::( ......... (08 & Conuda] v

¢ You will need to verify your email address and
time zone when you first login.

e You can directly enter your Web Conference or N
the Audio Console to control your audio °::,::::E_”""“"" '
conference by clicking on the links.

.....



¢ You can send an email invitation with a link directly to the web conference or to the login page (this
can also be done from within the web conference):
- Enter the email addresses of those you would like to invite to the conference & specify the time and
date of the meeting. Separate the email addresses by a comma or you can hit Return/Enter after
each one.

- You can attach a file, edit the invitation text and save the invitation as a template.

- The participant will receive the email invitation with the conference details and the URL, which will
either place them directly in the web conference or on the login page, as you specified. (example
below)

Invits a particpant X (ot 1L

lsend 1) Attach Goancel Elstandard mode [JEdn

From m.grossteameall, com

§ T p.berensong@tesmcall.com|

Subject Subjact
Date Monday, January 28, 2008 2PM w26 |
Language | English v

Ternplates | Default % [Jsave this amail as nav tamplata(vhan sanding) N _ .
Ernail contant: e bm p P wen D e e

mm

i
i
E
{
L
»
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Hallo,
bt S T

Matt Grozz has Invited you to & Web Confarence tht will bagin st: =
Date: Monday, January 28, 2008 (GMT-03:00) Eastemn Time (US & Canada) e

Tima: 2126 PM 2
F L

Te jein this confarance, please dick on the Go button, or paste the following link into your vab browser,

Web canfaranca: 106180231

PIN Code: 289692
a0

Link for participant to paste in browser will be located in this field, -

@ tndude & direct link to the conferance R
O tndude a link 1o the login page vhere the user will enter thelr name

2. Meeting Settings:
The Chat Rights, File Transfer Rights and Content
Rights settings are also available from the Moderator
Tool Bar (see Conduct an Instant Meeting - Moderator
Toolbar). The additional settings include:
e Participant Display: The moderator can control
the Participants’ view when they join the
conference
- View full screen or normal screen :
- View all participant names g
- View content list
- View thumbnails
e Email Rights (Attendance Report): After the conference has concluded, an attendance report can be
sent to your email address in either HTML or Text format.
e Conference Arrival Rights: You can set how the participants arrive to the conference.
- Free Access: Allows participants to enter without the moderator in attendance.

| @

Emal Rights

ricipants join the @ b Format
et farmnst

shen amdpants 90 0 srandanca Repert

e
Sraduc zntey mods | e waben
: T | oounload Reving slloved | Enable the wabzast

Wabait pbsimand




- Need Moderator: Prohibits participants to enter the conference without moderator’s attendance.
They will see the below message in red if the moderator has not joined.

Web conference
PIN Code

Hame

O manage My Account

REe0omsOCaa@n

-7 NEW PLUG-IN VERSION AVAILABLE!
“Za)chck here to install the new REQUIRED ActiveX plug-in
t spplications and desktaps,

- Waiting page: If the moderator has not joined the conference yet, the participants will receive a
Please Wait message and will automatically join the conference when the moderator joins.

The conference is not opened.
You will automatically join the conference as soon as the maderator will have openned it. Please wait.

e Product Entry Mode: Allows you to choose how you would like to enter Easton Anywhere from the
login page - starting within your Web Conference or the Audio Console.
- Pick your Identification Code choice for your participants.
0 Mandatory: Participants cannot enter the web conference unless they are dialed into the
audio conference and enter the Identification Code on their telephone keypad.
0 Optional: Participants can enter the web conference normally and have the option to use
the Identification Code or not.
0 None: Disables the Identification Code.
e Recording: Download recordings (feature not yet available)
e Wehcast: Enable a webcast (feature not yet available)

3. Content Bank: Pre-store documents on Easton Anywhere:

e Select a document from your computer that you wish to store in the Easton Anywhere Content Bank.
Once you have uploaded the content successfully, it will appear under the title of “select content for
your meeting”. You can add a content description or delete it.

¢ When you check the box to the left of the file name, the document will be presented automatically
at the beginning of your next conference. You can organize them in the order you desire.




My account || Meeting settings || content Bank Meeting usage | |Invitation templates| Exit

Select the content that will be autoratically available when you start your next meeting.
Two steps:

1. Add the content (browse, select 5 file, add a description and dick on the 'Add content’ button).
2. Select the content (check the box in front of the uploaded content).

Select content for your meeting

File name Lontant dasceiption File size Upload date
] @) anywhers_CustomerPres_050907.ppt 4.4 MB Friday, August 17, 2007 =
Anywhere_UserGuide_050107_short, doc 1 MB Friday, August 17, 2007 X
] anywhere_| il i ¥, Aug
4] anywhereUserGuide_050907_Detailed.doc 4.5 MB Friday, August 17, 2007 i
I} h d led.d d
4| Audio Console User Guide_042507.doc 716 KB Friday, August 17, 2007 §
B audi I d d d
[] &) services_Overview, pot Services Overview 2 MB  Tuesday, February 27, 2007 i
o & & 8 vz sslide.ppt V2.5 40 KB Wednesday, November 07, 2007 B
s ] anywhereUserGuide-Aus, ppt TEst 8.2 MB Thursday, Novernber 15, 2007 ¥

Upload new content
(*.PPT, *.D0C, *.XLS, *.PDF, *JFG, ®GIF, ®.TXT, *.PPTX, ¥.DOCX, *XLSX)

~ Add content

Chaose a new documant: Browse. . Content description:
(Maximum file size: 19 MB)

4. Meeting Usage: Allows you to view the usage of your account by day, week or month. You can also
export the data in Excel format.

Wy aczount | Mesting seings || contarceank || | netaton tarmttas! [
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5. Invitation Template: Lists your saved invitation templates that you may edit at any time.

My account || Meeting settings ! | Content Bank ‘ ! Meeting usage ”Inuitation templatesl 6EXit

Template list

Femplate name Upload date

11/15/2007 8:17:03 PM _ Edit

Default 10/22/2007 615138 PM Edit
Defaultz 11/7/2007 12:19:55 &AM Edit |

E) @ &) &

Test 11/7/2007 7:21:39 PM Edit |

Template Editor




l CONDUCT AN INSTANT MEETING

Once you have logged in you will be greeted with the welcome screen below (if you did not check the
aforementioned Manage My Account box).

t lorer —— L8l
Hle Hob | &
G- O ) @) @) Pwwiiproee @3 o W [JE B =
[T T ———pe—r—— = e |k ®] 0
Xt - e v seardvie «| 4 e A @ | Ak Upsrate your Tadbsr ol « (I8l v @My eheo! = (4 Shopping + (Games + ) Muse v O]t + 4t Parscnsks = [Jk Snin |+
Google [C- e B v | o socknaber TR0 B g iccked | % chek v 4ol - 3 semnse
B E e dorumert __gsm.f.n.‘..mjm,_-\_/' ;J};Eg; oTvm r_s_ Hawdio conscle [t _ 7‘5__ ]__ ¢ st @3t | _o:_...W._smi,.'F_s__;}._

[ Dacuments (32 |
] 6 O @t 3 i | & =

) Walcame!

| Maszages
11054089 AM] Slarted!

| [<Type your chat messags heres |
[Ta sl partidpants] [ @sans

PARTICIPANT LIST WINDOW:

The participant window enables the moderator to: g @ | @ @ govial
e Process a File transfer 57 £ W Alex
. . ‘g .. . . # | Hiroko
- Right click on a specific participant for a private file transfer. & B
- Click on icon at the top for file transfer to all participants. & @ prisailla
e Invite participants via email =

e Dial out to a participant: Enter the phone number (no dashes or spaces required) and determine how you
want the person brought into the call. E2pial
0 Moderator: The participant is brought into the call as a moderator.
o0 Intercept: The participant will be in a private conversation with a

specified participant prior to entering the conference. Renarme
0 Add to Address book: Before calling, this person will Make Presenter
automatically be added to your address book. Allow Annotations
e Change the participant view to Full Screen @ and Exit Full Screen [, File transfer

e Manage individual participants: Click on the participant’s name. You can Mute

Rename, Make Presenter, Allow Annotations, Transfer a file, Mute, Place plla':e Gl
on Hold or Disconnect or Give Control to the participant(s). SScennEe

.. . Give contral
e Participant Icon Definitions:

o 4 Moderator: The moderator(s) has the most rights to manage a conference. A moderator can
change conference settings, promote participants, record audio, request CS, control the audio
conference, share applications/desktops.

o 1 Presenter: A presenter can upload documents, change slides, share applications/desktop.
o W Participant: Can view documents, applications or desktop.




IDENTIFICATION CODE (OPTIONAL FEATURE):

If this option is enabled, it will allow you to link each attendee’s separate audio and web connections
together for identification purposes. After you enter the audio portion of your web conference, you can
enter an Identification code on your telephone keypad that is displayed on the screen. This code is unique to
all participants. When you or your participants enter the unique Identification code provided onscreen, each
person will be identified by their web login name in one line within the Participant Window, as opposed to

two separate lines. See below for an example of each.

Before entering the identification code:

Audio and Web conference participants appear in
different lines.

\Participants (5) |

F>oial

Priscilla

Web Connections

Alex

Audio Connections

Q. Dricrilla i gl

| Identification code

To synchronize your audio and web
conferance, enter the following on your
telephone keypad now: SE554,

DOCUMENTS WINDOW:

Allows the moderator to:

e View Thumbnails

e Add a New Document =

o Add a Whiteboard for annotations ||

Print a document -

Rename a document

Remove a document ¥

Advance slides with arrow up and down keys ® #

MESSAGES WINDOW:

Save a Document as a JPG, Print, Rename or Remove a document LQ

After entering the identification code:
Audio and Web conference participants appear in
the same line.

Bk & | 4
E Alex

.E. Prizcilla

Combined Audio and Web
Connections

[Documents (2/3) |
HElgePE +=»
[ welcorme!

E‘Ij world Map

@J Anywhere

3] highlight
'@ Strengths

B§J When to use Anywhere
[ @ Why Use Anywhere

@ Anywhere World Architecture
@j Conclusion: a succassful meeting...

This window allows the moderator and participants to send messages to all participants or privately to an
individual participant. You can save the chat as Text or HTML by right clicking in the chat area.

[Messages

|[11:15:07 A] Started!
[11:30:3% AM] Nicole: Hi everyone.

E_‘..:T.'f.'.?.? yaur c.hat meszage I.'uere_:f

| [Ta all participants]

% @Sendl.=

sages |

| 20 PM] Started!
|[2:17:13 PM] You:Hi everyone!

I“Ci-ear Ci“\‘at

| Clear Chat for all Users |
| Save as TRT |
| Save as HTML

éi_<T_l,_l_pe your chat message .here_}

i‘é‘:‘ @Send |

[To all participants]



MODERATOR TOOLBAR:
i“_BAdd a new document :%-}Application Sharing;-‘\m //‘_IE‘.O [ \/._E_QAUdIO Console:;-.;ut:

E:-:-OSettings GCustomer Service oExit
As the moderator, you will have access to all functions available on the toolbar:

1. Adda new document: You can upload documents from a local file or from a pre-stored file within
Easton Anywhere’s Content Bank (see the Setting Up a Conference section).
e File types accepted include ppt, doc, xls, pdf, gif, jpg, txt.
e You can also select the page range that you wish to display (i.e. pages 1 -10).

| Add fram local file XN .

|
| Pick from content bank X/

Local file [ Rangs
Plaase salact your fils on your local machina.
r (*.PPT, *.00C, *.XLS, *.PDF, *.JPG, *.GIF, ¥ TXT) |
| Bﬁxdd a new document | ¢ S
1 Add from local file
| Pick from content bank
I

Cantant bank Range
| Click or the list to choose a content
‘ File name Description File size

l Process |

%Appiicah’on Sharing

2. Application Sharing: Allows you to share or show an individual application or your whole
desktop. Anyone who shares their application or desktop needs to install an ActiveX Plug-in from the
Anywhere Login page. When a new version is available, you will need to update the plug-in each time. A
message window will appear after installation asking you to restart your computer, however, you may be
able to share an application right after you install without restarting.

] NEW PLUG-IN YERSION AVAILABLE!

:ZE)Click here to install the new REQUIRED ActiveX plug-in
to share applications and desktops,

In order to share an application, you must have it opened already on your computer. Once you click on
Share an Application, it will list all the applications you have open and you can select the ones you’d like
to share. Once selected, click Share Selected Applications. Your participants will see your application
through the Anywhere interface. Click Stop to stop sharing your application.

If you want to share your whole desktop, click Share Desktop. Your participants will see everything that
is on your desktop. Click Stop to stop sharing your desktop.

iAdd a new docurnent %\Applica‘dnn Sharing & Fd )A‘D O f v . e ;Audio Console | Auto

|Application Sharing 2
%= "= [E]lshare selected Applications @Share Desktop |,

@ Anywhere Conferencing - Microsoft Internet Explorer

w Anywhere Conferencing - Mozilla Firefox
v Y world Map.JPG - Paint

I CustormerPresentations

E;] Inbox - Microsoft Outlook
\/@ Microsoft Excel - Anywhere Stats 11 15 (2).xls [Read-Only]
v’@ Microsoft PowerPoint - [Map. ppt]

Draw border around windows for applications T am sharing



. ' ' vl E L .
Annotation tools: N/700T nv Allow you to draw within the presentation.

Qﬁudio Console

Audio Console: This allows you to switch to the Audio console and manage your audio
conference online. For more details, please refer to the Audio Console section of this guide.

5. Screen Size: Change your viewing size of the screen to small, normal, large, xlarge or full screen.

Auto %} B settings @ custormar Service  EBExit
v Auts ) )

Small

Marmal

Large

#Large

Full Screen

6. Settings: Establish the rights of the participants. — ——
¥ eublic file transfer slloved

. . f Bsettings . 7 pusit chat sloved bt i anstoraigen
If you click on the settings tab you will P o o ted i
be able to establish the rights of the participants. R chat o prasstarsloved e
Once you have selected the desired options, select | psmmantimein | _ | semmmmsh
. Full sereen when participants join the mesting I #dd cortant allowad
the Apply Settings tab at the bottom of the screen. L2 Bopmai ssnanharaaidnant ol e = s
R . . - - . B anidosntiise [ Prazant contant allove:
The settings will be applied immediately: oot =
e Chat Rights: Enable or disable Public or | Sittain Dessn dens
| Email Rights |
Private chat rights T —
e Participant Display: Determine the Reply Seitings
participants, VieW When they enter the Wamning : This operation will reset user rights,

conference:
- Full screen or Normal screen
- View the full participant list
- View the full content list and the thumbnails of each document page

e Email Rights (Attendance Report): As the moderator, you can automatically receive an attendance
report via email.
- If you select the attendance report, you will be

Attendance report X

= mesting is configured to send an sttendance re;

Th eo port.
Check parameters and dick Sand if you want to receive it, stherwize dose this window.

asked, when exiting the conference, to confirm ‘ -
the email address to which the report will be T e _
delivered and your time zone. Y

e File Transfer Rights: Activate a public or private
file transfer of documents to one participant or all participants.

e Start a Webcast: (feature not available at this time).

e Content Rights: Set participant rights to: Add contents, Save contents, Print contents, Present
contents, View alone (can view any slide they wish at any time), and Annotate.

7. Customer Service: Alert Easton Customer Service for assistance.
- An alert will appear to confirm the request. The Customer Service icon turns red when it is
selected and then a customer service representative will start a chat session with you.

Messages AL |

[11:15:07 AM] Started!

[11:30:35 AM] Nicole: Hi everyone.

[11:33:38 AM] An operstor has joined the mesting.

[11:33:47 AM] : ] Gin private): How may I help you?

Microsoft Internet Explorer 1 x|

,\.‘:) Y¥ou are about to request the Customer Service assistancel Are you sure?

8. Exit: Click Exit to leave the conference. Click Exit and Close to terminate the conference (both audio
and web participant lines will be terminated).

10



PARTICIPANT TOOLBAR;  ‘wiecorseinee  H @ec

Participants can not add a new document, change settings or access Customer Service. Below is what
participants will see. Moderators can give Participants different rights by right clicking on their name.

= altix
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V. EASTON AUDIO CONSOLE

Easton Anywhere allows you to access and manage your audio conference online right from your web
conference by clicking =4 ="

3 Anywhere Canferencing - Microsoft Internet Explarer

& [
Fis Fat vew Fawis Took =p >
OQmi- O MR > rreres @3- BE DA

TR [ e p—————

 EASTON e vy (e Y [T

Dial out to a
new participant

T

MODERATOR TOOLBAR

As the moderator, you will have access to all functions available in the toolbar. To see a description of each
icon, leave your cursor over each of them for a few seconds.

@j t<- i; E-)Dial ORecord Audio _@Web Conference @ﬁddress b00k| | Detailed list E| @ ﬂSettings ﬂCUStC‘mE" Service ﬂExit

11




¥ /9 Mute/Unmute: This allows you to mute all participant lines and place the conference in listen-only

mode. The moderator is only able to speak.

("7 (S Place on Musical Hold/ Remove from Musical Hold: This allows you to place all participants on

musical hold.

e Hold on all participants: Places all participants already in the conference on musical hold, as well as all
participants who join the conference.

e Hold on all connected participants: Places all participants already in the conference on musical hold.
Any additional participants who join the call will not be on musical hold.

B/& Lock/Unlock: This allows you to lock the audio call to prevent additional callers from joining. Clicking
on the icon again will unlock the call.

i Dial Out: This allows you to dial out to a participant to join your conference.
e Click on Dial
e From the Dial out Window:
0 Enter the phone number. Please include the country code prefix. No dashes or spaces are
required. (i.e. 11234567890)
0 Enter the name of the participant
0 Enter a comment (i.e. Company name)
o Choose how you want the participant brought into the call: As a Moderator or Intercepted with a
specific participant prior to entering the conference.
0 Choose Add the participant to Address book if you want to automatically add this contact to
your address book.
o Click on Dial

O Record Audio: This allows you to start recording the audio portion of your conference only. You can also
pause or stop your recording once the recording has begun.

OStop mpause

EEWeb Conference: This allows you to access Easton Anywhere (Easton’s web conferencing service) if
enabled. Clicking on the icon will automatically switch your screen to the Anywhere web conference from
the audio console.

@8 Address Book: This allows you to enter or store contacts into an Address Book.

ﬁ} a'_B 'E ﬁDial E @]Switch to groups

ﬁ: Add a new contact; "F Rename the contact; ¥ Delete the contact
. +t .
@ Dial the contact; = Import or export contacts (from xls or csv files)
p=l Switch to groups: This allows you to create groups using the stored contacts.

Detailed list & participant list display: This allows you to select how your participant list is displayed:

detailed, intermediate or compact.

Detai.l-ecrl.ist :3 @o&attingS ‘
Ev‘ Cetailed list = —ail
Interrnediate list
Cormpact list

Full Screen

® Billing Code: This allows you to add an alphanumeric billing code for your conference.

. . . - . . 3:'. . ettings .
. D Settings: Establish the rights of the participants. If you click on the settings tab i you will
be able to establish the rights of the participants within the web conference only. See above under the

Conduct an Instant Conference>Moderator Toolbar>Settings section.

12



@ customer service o romer Service: This allows you to alert Easton Customer Service for assistance.
e Upon clicking the icon, an alert will appear to confirm the request.
e Once confirmed, the Customer Service icon turns red and a chat session will be started.

Exit _ . . . .
o Exit: This allows you to disconnect all lines from the conference.

o A window will appear that will give you the option to Exit or Exit and Close the conference.
o Exit will disconnect your individual line from the conference.
o Exit and Close the conference will disconnect all participants.

PARTICIPANT LIST MANAGEMENT

e Click on a participant’s name to manage individual lines: Rename, Mute, Place on Hold (participants will
hear music), Change Comment, Sub-Conference With or Disconnect.

¢ Click on the column headers to sort the attendees by arrival time, name, type, phone number or comment.

o Icon Definitions:  Moderator & Participant @€ Dial-in call @ Dial-out call

& (¢ (3 @20ial OQRecord Audic | CjfWeb Conferance | @8Address book||| Detailed list & @ @ settings | @ customer service | @ Exit |

Main conference (4) Wota: Click on the name of a user in tha list to manage it.
74 | 7A |7A Name 7A Phone ATypa A Arrival | 7A Comment |
§ W Alex 3478615205 de 11:16:20 AM |
§ o Hicke 6464957625 g€ 11:16:08 AM
i @ nicole 7322456386 e 11238 am

i

& Pprisclla 6464957651 e 11:21:39 AM
Rename

Mute

Place on Hold

Change comment
Sub-conference With ...
Add to address book
Disconnact

CONDUCTING Q&A

e To conduct a Q&A session within the Easton Audio Console without operator assistance you need to contact
Easton Customer Service to activate the Q&A session during or prior to a conference. In addition, you can
use the Easton Web Scheduling Interface to schedule a future conference with Q&A mode selected as an
option.

o When a conference is in Q&A mode, all participants are automatically placed in listen-only mode.
Once in conference, you must instruct the participants to press 01 on their telephone keypad to
ask a question. Pressing 02 takes the participant out of the queue. As participants enter the Q&A
queue, you will see the below:

QA: 1Jane Doe
QA: 2John Doe
QA: 3Tom Smith

. 2
o Click #9227 2| from the moderator toolbar. You can:

Give floor: Automatically un-mutes the participant to ask a question
Clear queue: Takes all the participants out of the queue
0 Click on participant’s names, you can:

Delete from queue: Do not allow the participant to ask a question
Put end of queue: Move the participant to the last position
Change queue position before: Change the order of the participants in queue.

After the first question is complete, click on the second participant’s name to move to the next question.
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