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Audioconferencing Services
With the eMeritus Audioconferencing Service, you have access to three types of conference calls. Each service provides our customers a wide range of standard and enhanced features that will allow you to customize your call.   

· Conference On-Demand

· Quick Call

· Operator Assisted
CONFERENCE ON-DEMAND (Reservation-Less)

Our Conference-On-Demand service provides our customers with instant conferencing capabilities twenty-four hours a day, seven days a week.  No reservation or operators are required.

· Available 24/7

· Maximum of 125 participants

· Customers are provided a permanent dial-in number 

· Customers are provided a leader and participant passcode

· Operator assistance is available at the touch of the telephone keypad 

Leader Options at a Glance (See “Star Commands)
· Numeric Billing/Reference Codes

· Operator Assistance to dial-out to a domestic location

· Roll Call

· Record the Conference

· Mute/Unmute Lines

· Lock/Unlock Conference 

· The leader may signal for an operator using a touch-tone phone to request domestic dial-out service to add a participant to the conference.

QUICK CALL (Passcode)

Quick Call conferences must be scheduled in advance and are ideal for calls with more than 125 participants.  This service allows our customers to take advantage of enhanced services and features for their call.  

· Reservation required

· Can accommodate more than 125 participants

· All Enhanced Features must be arranged when the reservation is made 

· Participants list

· Audiocassette or CD recording

· Digital playback 

· The leader may signal for an operator using a touch-tone phone to request domestic dial-out service to add a participant to the conference.

OPERATOR ASSISTED

A Conference Coordinator manages your conference call and is available from the very beginning of the call through its completion.   This service must be scheduled in advance and is typically used with special features or more than 125 participants.  

Operator Meet-Me

This type of conferences enables the participants to dial either a toll or toll-free telephone number to join the conference call.  A Conference Coordinator will ask for the participants’ name and the conference they wish to join.  Each participant is introduced as they are placed into the call. 

Operator Dial-Out

Conferences are managed by having the Conference Coordinator dial out to each participant.  This is a convenient service that helps to ensure maximum participation. The Leader simply provides the names and phone numbers of all participants when scheduling the conference call. The Leader may choose to have participants added when reached or all at once.  Once the participants are reached, they are placed into the conference call, and if requested by the leader, participants may be introduced into the call.

Leader options:

· Question and Answer

· Alpha/Numeric Billing/Reference Codes

· Operator Assistance to Dial-Out to a Domestic location

· Participant List

· Digitally Playback

· Record the Conference on Audiocassette or CD Recording

· Listen only - Mute/Unmute Lines

· Lock/Unlock Conference 

· Com-Line
eMeritus provides standard conferencing services at no additional charge.  To take advantage of these services during the conference, please discuss them with the Conference Coordinator while scheduling the call.

STANDARD “NO CHARGE” SERVICES
Music On-Hold


Participants will listen to music while waiting for the Leader to dial into the call.
Roll Call (*92)

Operator Assisted and Conference-On-Demand leader may use the Roll Call Feature. Roll Call service allows the leader to verify attendance and identify the participants in the conference. 


*92 Hear roll call






Call Security
The service allows the leader of the conference to engage several security options:

*31 Turn security code on/off

*91 Hear participant count

*93 Disconnect all lines

*94 Lock or unlock conference

Listen Only  (*96)

The leader may elect to be the only participant, or one of several designated participants, with the ability to speak during the conference.  This is recommended for large calls.
Billing/Reference Codes

When reserving an operator-assisted conference, alpha/numeric-billing code may be requested.  This code will be noted on the call detail statement.

Leaders of a Conference-On-Demand call may use the automated service from a touch-tone phone to assign numeric billing or reference codes for the call.  This code will be noted on the call detail statement.

Sub-Conference

The Leader/Speakers can be placed into a Sub-

Conference prior to the call.

*21 Initiate sub-conference

# 1-9 Join subconference

## Return to main menu

#0 Facilitator returns all to main 

Customized Greetings

At the leader’s request, the conference coordinator 

can begin the call with a customized greeting.

Enhanced Services 
(additional fees Apply)

Question & Answer

This service allows you to conduct large meetings and respond to questions at appropriate times during the conference.

This operator-assisted service entails having all but the main speaker(s) in a “listen only” mode.  When a member of the listening audience would like to ask a question, they simply press a button on their telephone keypad. At that point, they enter into a queue, and are notified by the Conference Coordinator when it is their turn to ask a question.

Electronic Polling

Participants can respond to a series of questions by pressing a pre-determined numeric sequence on their touch-tone phone, which will indicate their response.  The results are made available to the leader at the end of the call.

COM-Line

A separate communication line enables a conference coordinator and a designated participant to communicate outside the conference.

Participant List

A list of participants attending a conference can be provided via email within 2 hours following the conference.

Tape Recording

Operator Assisted or Quick Call conferences can be recorded on Audiocassette or CD-ROM at the leaders request while scheduling the call.  The recording will be sent via standard US Postal service.  

*22 to record your conference (An email will be sent to you following your conference call with instructions to access your playback.)

Digital Replay

Operator Assisted conferences can be digitally recorded and made available within 2 hours of conference.  Our digital recordings are available for playback 24/7 for a period of time determined by the Leader.  Digital Recordings must be requested while scheduling the conference. 

Our Conference-On-Demand service allows the leader to have the call digitally recorded and made available for 30 days.  This automated service is requested by the leader using a touch-tone phone at the beginning of the conference. 

*22 to record your conference

Features at-a-Glance
	Feature
	Operator Assisted
	Quick Call
	Conference-On-Demand
	Fee Assessed

	Music On Hold
	X
	X
	X
	

	Roll Call
	X
	X
	X
	

	Call Security
	X
	X
	X
	

	Sub-Conference
	X
	
	X
	

	Customized Greeting
	X
	
	
	

	Listen Only
	X
	X
	X
	

	Bill / Reference Codes
	X
	X
	X
	

	Question and Answer
	X
	
	
	X

	Electronic Polling
	X
	
	
	X

	COM-Line
	X
	
	
	X

	Participant List
	X
	
	
	X

	Tape Recording
	X
	X
	
	X


Enhanced Services Rates

	Special Feature
	Billed Rate

	Participant List 
	$10.00 per/conf.

	Question & Answer
	$15.00 per/conf.

	Polling / Voting
	$15.00 per/conf.

	Tape Recording
	$10.00 for 90 min. tape (plus .20/conf. call min)

	CD Recording
	$12.00 for 90 min. CD (plus .20/conf. call min)

	Digital Replay
	$15.00 set up (plus .20/conf. call min.) l

	Com-Line
	$20.00 per/conf.


Overbooking and Cancellation Charges

	Action
	Rate

	Overbooking 
	$5.00 per unused port

Customer must use 75% of the reserved ports to avoid a fee.

	Cancellation
	$100.00 per reservation

Applies to 50 ports or larger, if not cancelled 24 hours in advance.


Conference “Star Commands”
Leader Options
Press *, 0 for Operator Assistance at any time during your conference

Star Commands – Manage your meeting from the telephone keypad 
Use these easy star commands during your Conference-On-Demand calls. Should you encounter certain problems (such as someone’s on-hold music is playing in your conference or there’s static on the line) press *0 and the operator will take care of it for you right away. 

	Conference assistance 
*1 Help menu
*0 Operator assistance 

Volume 
*4 Increase conference
*7 Decrease conference
*5 Increase your voice
*8 Decrease your voice 

Mute 
*6 Mute or “un-mute” your line
*96 Mute all participant lines 
*97 “un-Mute” all participant lines 

Call someone 
*95 Dial out to add participants 
	[image: image2]
	Security 
*31 Turn security code on/off
*91 Hear participant count 
*92 Hear roll call 
*93 Disconnect all lines 
*94 Lock or unlock conference 

Record for Playback 
*22 to record your conference 

An email will be sent to you following your conference call with instructions to access your playback. 

Subconferences 
*21 Initiate subconference 
# 1-9 Join subconference 
## Return to main menu 
# 0 Facilitator returns all to main 


Note: *Two-digit controls can only be done by the moderator. 
How to Schedule a Call

Scheduling an audio conference is easy.  Once your account is activated for our Audioconferencing service, simply call your Conference Coordinator at:

1-888-4-CONF-ME (1-888-426-6363).
Please be prepared to supply the following information:

You may be asked to provide additional information based on the service and features you choose.  Your friendly Conference Coordinator will equip you with instructions on how to conduct your audioconference.

Operator Assisted or Quick Call conferences: 

Once your call has been scheduled, eMeritus will send an eMail confirmation at your request consisting of complete dialing instructions for the call.

Q & A

Service-Related Questions

What are the Enhanced Leader Options and why don't I have them?

Enhanced leader options are available using the Conference On-Demand service. The options are reserved for the leader of the call who has a separate passcode. If you are dialing into the call using a participant passcode, you will not have access to the leader options. 

When I dial into my conference, I am only hearing music on hold.

You will hear music on hold if your conference has not yet begun. Once the leader joins, you will be automatically placed into your conference.

What if I hear silence when I enter my passcode?

If you have entered the leader passcode, you will hear silence if you are the only one on your conference. If you have entered the participant passcode, your conference has not yet begun. You may wait on the line until others have joined. If you know that the conference has started and you are getting silence, please press *0 for an operator.

I want one dial in number and passcode for my department.  Can I do that?

Yes, you can manage your Conference On-Demand account in whatever manner you would like, however, with Conference On- Demand, calls require no reservation, therefore, you will have no way of knowing if a conference call is already in progress. A better solution would be to give each manager their own account with a dial in number and passcodes. This does not incur additional charges and you can better manage your conference calls. 

How many participants can I have on my Conference on Demand call?

You may have up to 125 participants on your call. 

What is the best type of call for me?

eMeritus Conferencing offers a full line of Audioconferencing services. The type of service that is best for you depends on your needs. Most conferencing needs can be covered with our Conference-On-Demand service. If you require special services, you will need to conduct an Operator Assisted or Quick Call Conference.


Why would I need to use Quick Call Meet Me?

The Quick Call service is ideal for calls greater than 125 participants; you prefer the security of a reservation, a recording or you require an alpha/numeric billing code to appear on your invoice for the call. Otherwise, Conference-On-Demand should cover your Audioconferencing needs.

How do I set up international calls?

eMeritus offers three different options for your international participants. 

ITFS (International Toll Free Service): 

This service enables your participants to dial into a conference from select countries using a toll free number. ITFS is available 24x7 and can be used in conjunction with the Operator Assisted or Quick Call service

GlobalMeet:  Contact eMeritus Customer Service @ 1-800-871-0999 to have the GlobaMeet feature added to your account.  

Direct Dial:
We offer basic toll service for each of our call types.  Your international participants can dial into a call using a toll number. 

How do I make changes to an existing reservation?

You may revise your reservation at any time up to one hour prior to the time of the reservation. You may also call our reservation line 1-888-426-6363.

What type of information do I need to make a reservation?

Operator Meet Me: 

· Date and Time of call

· Number of participants

· Duration of the call 

· Request special services for your call; you can refer to our special services page for a complete listing of the services that are available. 

Operator Dial Out: 

· Date and Time of call

· Number of participants

· Duration of the call 

· Participants' names and telephone numbers for the dial out 

· Request special services for your call; you can refer to our special services page for a complete listing of the services that are available. 

Quick Call Meet Me: 

· Date and Time of call

· Number of participants

· Duration of the call

· Specify if you would like the call recorded

· Request alpha/numeric billing codes assigned to the call
What if I hear an echo or feedback on my call?

It may be a property of the actual telephone line. We recommend that you hang up and dial back into the conference. If you are still experiencing the same issue, please press *0 and report the issue to the operator.  We will investigate the problem.

Billing Questions
Does it cost more to have a separate leader and participant passcode?

No, you only pay your per-minute rate for the conference.

What are my billing options?

eMeritus bills monthly. However you will also receive on a monthly basis a Do-Not-Pay statement. Our terms are Net 30. You can remit payment via check, credit card or wire transfer. We also offer an online method to pay invoices by credit card through the vartecsolutions.net website.

What type of information will appear on my Do-Not-Pay invoice?

eMeritus provides a very detailed bill. Your bill will include the following information: 

· A leader summary 

· A service summary 

Information on each individual conference including: 
· Participants' names (if available) 

· Number of participants on the call 

· Number of minutes for each participant 

· Total number of minutes for the call 

· Date and time of the call 

· Special services ordered 



eMeritus Account Number or Client Number


Your name and company name


Your phone number


The Leaders name and phone number


Date & Time (including time zone) of the audioconference


Number of participants 


Estimated length of the call


Billing/reference codes (optional)


Names and phone numbers of participants (depending on your type of call)


 eMail Address 
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