Information Technology Services

Help Guide

My Teamwork 5.0 — Joining a Conference Call and First Time Users Software

As a participant there are several ways to join a Conference Call, but the most common is by an e-mail containing a
Calendar Event. If this is your first time working in My Teamwork, this Help Guide will assist you with joining a Conference
Call from a Calendar Event sent to your e-mail inbox. The First Time Users Software installation information is also covered
in this help guide.
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As the meeting organizer, you do not need to respond to the meeting
From: @ MORALES, NICOLAS Sent: Wed 11/19/2008 8:43 AN
Required: MORALES, NICOLAS
Optional:
Subject:  Test Conference

Location:  x50550x0186947%
When: ‘Wednesday, November 19, 2008 8:50 AM-9:50 AM
Description:

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

http: rk accd. edu/call/0188347

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

50550 {On Campus), and enter access code: 0188947
+1-210-485-0550 (Local), and enter access code: 0188947

FIRST TIME USERS: If you have not used this conference bridge before, you can download the software
that may be used during the conference. If you have already downloaded this software, you do nat have
to download it again. To download the software, click here: hitp: accd

US/htd buddies/downloadmsi.html (Microsoft Internet Explorer® required).

Requir ftware for First Tim rs:
equ ed Software fo st . e Users FIRST TIME USERS: If you have not used this conference bridge before, you can download the software
Please read the last paragraph in the that may be used during the conference. If you have already downloaded this software, you do not have

Calendar Event. You will need to download to download it again. To download the software, click here: https://pecxmyteamwork accd. edu/content!ENG-
. . USihtdocs/buddies/downloadmsi.html (Microsoft Internet Explorer® required).

some special software that will allow you to

see the presentations and share

applications. Note: If unable to install the

software, please contact your College IT so

that a Technician may assist with the

installation.
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First Time Users:
Click the link in the email invitation.

Click “Run” at the following screen.

Click “Run” at the following screen.

NOTE:

File Download - Security Warning ~
Do you want to run or save thizs file?

Mame: MSComponekSetup,msi
Type: Windows Installer Package, 1.83MB
From: pexmyteamwork.accd. edu

Fun Save ] [ Canicel

patentially harm vour computer. |f you dao not trust the source, do not

|@ While files from the Internet can be uzeful, this file type can
T or sawe this software, Wwhat's the nzk?

Internet Explorer - Security Warning

Do you want to run this software?

Mame: Alcatel-Lucent My Teamwork 7.1 Component Installer., ..
Fublisher: eDial, Inc.

E] IMore options [ Run ] Don't Run

-

While files from the Internet can be useful, this file type can potentially harm
wour computer, Only run software from publishers wou trust, Wwhat's the risk?

Remember the First Time User steps are only needed the first time you join a Conference Call. After these steps, if you
receive more Conference Call invitations you will not have to perform the First Time User steps.

Conference Website

Once the necessary software has been
installed, go back to the Conference
Invitation and click the “Conference Link”.”
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Conference Call Login

At the join screen, Alamo Colleges
employees should click the “If you
have a My Teamwork account, click
here” link which will prompt the
employee to login with the PALS ID &
Email Password. Then choose how to
join the conference and click the “Join
the Conference” button.

NOTE: You can retrieve your email password
from the Employee tab in PALS. Login to PALS
and click the Employee tab, in the Welcome to
PALS Web Services channel, click Welcome to
PALS Web Services. Click Employee and under
Personal Info select Email Password. If you
need assistance contact Support Central at 485-
0555, option 4.

Non-Alamo Colleges employees should
join the Conference by typing their
name in the “Your Name” box, then
choosing how to join the Conference
and clicking the “Join the Conference”
button.

Note: If prompted for a code, use the code that
was provided to you in your Calendar Event and
click “Join the Conference”. To have the system
call your extension, enter x plus your extension
number (x50555) and click “Join the
Conference.”

Once successfully joined, the Conference
Window will display.

To learn more about the Conference
Window, please see the “My Teamwork —
The Conference Window” Help Guide.

Alcatel-Lucent @

My Teamwork: Join a web conference

b If you have a My Teamwork account, click here

b Toinstall software that may be used during the conference, click here
If you have already installed this saftware, you do not have to install it again.

b To join the conference:

Your name:

How do you want to join the conference?

® Iwantto join the web and audio conference, Here is my direct dial phone number:

Enter 3 plus sign (+) folowed by the country/region code, the area oty code, and the phone
number (2.g., +16175551212)

O1 only want to join the web conference COR I have already joined the audio conference.

Contemmiee 3

File View Help
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(@ https: //pcamyteamwork.accd. edu/Taction=sign. .. g@l

%o Calling you at x50550. Cance! 2 People (1)
“aaGas
Qg & Nico Morales

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