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My Teamwork 5.0 — Creating a Conference Call

This Help Guide will assist you with creating your first scheduled Conference Call and how to send an invitation to
participants via Email or calendar events.
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you need assistance contact Support
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If this is your first time using My Teamwork, please refer to the Help Guide titled “Joining a Scheduled
Conference Call” and follow the First Time User steps.
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https://myteamwork.accd.edu/

Once you are successfully logged in, click
the “Actions” menu and select “Schedule
a Conference”.

Fill out the New Conference information
and click “Submit” to proceed.

You can assign a delegate or be assigned
as a delegate to anyone who has an ACC
My Teamwork account. (Think of this like
the “Send on behalf of” feature in
Outlook.)

Click “Owner” and select the desired
owner for the meeting.

To see how to add a delegate, please see
the Quick Tips Help Guide.
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From the details window you will be able sstures
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partICI pants and leaders or Change the Diakin numbers:  x50550 (Engsh, On Campus), +1-210-485-0550 (Engiish, Local)
. Access codes: 0158215 (Leader)
details of your Conference Call. 0163191 Farcpant)
Leader site: https:/fpcmyteamuark. aced edu/cal /0158218
Particpantsite:  https:/jpoxmyteammwork.accd. edu/call 16519 1
Invitations
Email invitati Leaders... Particpants...
SS—
More about calendar appointments...
\What s the difference between a particpant and a leader?
Join the conference now
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[ OK ] [ cancel ] [ Deete..
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From the Conference Call details window, : . o )
click “Presentations and Attachments” oo e e e

presentations to their computers, More about presentations. ..
. . _Dluad...
located on the left side panel. Then click - :
__DEEESEEEE
the “Upload” button.

Attachments
Other people may download copies of attachments to their computers,
Upload...
Delete selected

[ ok | [ cancel | [Dekete..

Click “Browse” and locate your & nttps: Hpoxmyteamwork accd.edu/?callid=167392872... |- |02
PowerPoint, Word or Excel document.
. . This file will be uploaded as a presentation, which others can view through web
Once the flle haS been SEIECtEd Clle MOK"' browsers, Others in the conversation cannot download presentation files to their
computers,
you can also password-protect the

Select a File (Microsoft Word ®, Excel®, or POwerPoint&)

documents.

If the file is password-protected, enter the password:

[ Ok ] [ Cancel ]
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Sending Invitations

NOTE: Because of access codes, you must
send a separate invitation to your
participants and to your leaders. We
recommend NOT choosing the both
button, because your participants will
receive the leader access code.

From the left side panel, click “Details”

To send Email invitations or Calendar
appointments, to your leaders, click the
“Leaders...” button.

To send Email invitations or Calendar
appointments, to your participants, click
the “Participants...” button.

The calendar appointment dialog box will
open; click “Open” to see and edit the
appointment details.

Once the calendar appointment appears,
click the “To” button and type in your
parti oirp d reta’dsddréssandE
click “Send Update”.

Your participants or leaders will receive a
confirmation Email in their inbox and their
calendars will be populated with the
Conference Call appointment.
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Calendar appointments:

[ Leaders... ][ Participants.
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What is the difference between a partig

Join the conference no
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Join audio and web...
Join web only...
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@
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[Join... ] [ Ok ] [ Cancel ] [ Delete... ]
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an——..
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| Wwhile files from the Internet can be ugeful, some files can patentially
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Spelling || Meeting
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No responses have been received for this meeting,

Subject | My First Conference Call

Location: | x50550:0168191%

Starttime: | Wed 12/17/2008 EST [~] [l day event
Endtime: |Wed 12/17/2008 asiem v

To join both the web and audio conference [recommended), click here:

http: rk accd.edu/call/0168191

If you only want to participate in the audio conference, you may dial in with the following numbers:

x50550 (On Campus), and enter access code: 0168191
+1-210-485-0550 (Local), and enter access code: 0168191

FIRST TIME USERS: If you have not used this conference bridge before, you can download the software
during the conference. I you have already downloaded this software, you do not have to download it a
the software, click here: http: rk.accd _US/htd Adiasid

B

that may be used
gain. To download

Internet Explorer® required).

html {Microsoft

Note:

appointment.

If you use Outlook to reschedule this meeting, be sure to use Alcatel-Lucent OmniTouch My Teamwork to reschedule the
conference call. If you do not reschedule the call, the access codes and links shown above may not be valid during your

-
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uploaded your presentations or R

attachments and have sent your Conference Vour ¢ ce has been scheduled
invitations to your pa rtici pa nts and Presentations and Conference Name: My First Conference Call
Start Date: 12/17/2008 3:51 PM, US/Central
leaders. Click the “OK” eamens Duraton; 100
eaders. Click the “OK : e deinle.,
Dial-n numbers and access codes
Dial-in numbers: %50550 (English, On Campus), +1-210-485-0550 (English, Local)
Access codes: 0158218 (Leader)
0165191 (Participant)
Leader site: https: ffpcxmyteamwork.aced. edufcall j0158218
Participant site: https:ffpcxmyteamwork.aced. edufcall j0168191
Invitations
Email invitations: [ Leaders... ] [ Farticipants... ]
Calendar appointments: [ Leaders... ] [ Participants... ] [ Both... ]

More sbout calendar appointments....
What is the difference between a participant and a leader?
Join the conference now

Join with this phone number: | x50441
Join the web conference only Join web only...
[ Join... ] [ oK. ] [ Cancel ] [ Delete... ]

You can always go back and review or
make updates to your Conference Calls by

é https:/pcxmyteamwork.accd.eduf - My ... Q@
File View Actions Tools Help

double-clicking the desired Call under A © 9
w nmorales51@mail.accd. edu (Online)
Scheduled Conferences. v x50441

@ Reservationle:
uled Conferences (1)
B @my First Conference Call (12/17/2008 3:51 PM, US/Central

Showe:

¥ Iwant to...

@ Schedule a Conference
@ Setup aReservationless Conference
@ Start a Conference Now

(%) Current conferences () Expired conferences

If you need further assistance, please contact Support Central at 485-0555 or email helpdesk@mail.accd.edu.
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