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Vast Conference Outlook Add-In Overview

Use the Vast Conference Outlook plugin to quickly and accurately send conferencing &
Web Meeting information to your guests via email or calendar invitation.

Home Ribbon on Outlook 2010 - 2016

G2 | Home | Send/Receve  Folder  View
=
45 Clean Up ~
New  New Meet Schedule Delete
E-mail Items= Now - v &Junk'
New || Vast Conference || Delete

File [ Home Send / Receive Folder View Vast Conference

= 'Tm';] & «Ignore x ‘ ) ) E&l Meeting 23 sales £ To Manager
T i Clean Up ~ ¢ - . 5.0 (YR (3 Team E-mail + Done
New  New Meet Schedule Delete Reply Reply Forward .. o S
E-mail Hems~ Now~ v % Junk ~ All 3“4 More ~ ~4 Reply & Delete 7 Create New

New Vast Conference Delete Respond Quick Steps

Immediate Conference Call Emails - Send out meeting information in emails with the
“Meet Now” option. The email invitation includes conference call and/or Web Meeting
details with clear, concise formatting so you don’t have to do anything but add
attendees and send it on.

Scheduled Conference Call Appointments - Create calendar events for future
meetings with your conferencing details included so your attendees receive accurate
meeting information directly in their calendars.

Customize Dial-In Numbers - Select the conference dial-in numbers (including
international numbers and Web Meeting details if you choose to use them) that you’d
like to provide in your templates.

Multiple User Access - Simple sign-in allows you to create and send invitations on
behalf of others as needed.

Automatic Updates - The plugin will update automatically so you always have the most
up-to-date version.
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Instructions to Download and Install

Download the Vast Conference Outlook Plugin for free from:
http://www.conferencecalling.com/outlook-plugin.html. You will be presented with a
large green button — “DOWNLOAD IT NOW”.

Once the plugin has been downloaded, close Microsoft Outlook. Next, double-click and
run VastConferenceOutlookAddin.exe and follow the guided installation wizard that
follows.

Do you want to run this file?

l' l' Name: ..t\Downloads\VastConferenceQutlookAddin.exe
e Publisher: VAST CONFERENCE
Type: Application

) Rn | [ Cacd |

[¥] Always ask before opening this file

While files from the Intemet can be useful, this file type can
potentially ham your computer. Only run software from publishers
you trust. What's the risk?

The installation wizard will guide you through the process step-by-step. From this
window, click Next, read and accept the license agreement, install and finish.

Welcome to the Vast Conference Outlook
Add-In Setup Wizard

The Setup Wizard will install Vast Conference Outlook Add-In
on your computer, Click Next to continue or Cancel to exit
the Setup Wizard.

: CONFERENCE CALLING

q Next ] L Cancel

www.conferencecalling.com 4



http://www.conferencecalling.com/
http://www.conferencecalling.com/outlook-plugin.html

System Requirements:
e Windows XP SP3, Windows 7 or later versions
e QOutlook 2010 / Outlook 2013 / Outlook 2016

Log In to Your Account

Open Microsoft Outlook and find your newly installed Vast Conference Outlook Add-In
in the Home Ribbon. Click any of the options to Log In to your account and start
scheduling.

From the Outlook home ribbon:

Meet Schedule

Now ~ >
Vast Conference

11! CONFERENCE CALLING

from VAST CONFERENCE

Log in

Username:

Password:

[7]Keep me logged in

Forgot your password? Need an account?

Notes:
Your username is always an email address.

If you are unable to login — click Forgot your password? and reset your password.
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Email Invitations

Click Meet Now and select “Call Only” to generate an email template with your
conference call details. Select “Web Meeting” if you'd like to include a Web Meeting link
as well. This option can be used for more immediate conferencing needs instead of a
more formal scheduled call, or any time you need to share your conference information

over email

Home Send / Receive Folder View Vast Conference

= U U h — - — - .
=9 iy Ignore P& > Q Meeting  [22 Sales
B @E i, x a8 s
! s =
jj = EH T~ 34 Team E-mail

4= Clean Up ~
New  New Meet |Schedule Delete Reply Reply Forward
E-mail Items~ | |Now~ 3 & Junk ~ All E5 More | |3 Reply & Delete
_ New /&, ‘caltony | Delete Q

lessage Insert Options Format Text Review Vast Conference

Times New Roman * 12~ A" A" @ @ Attach File v
BIry S-j=- ¥ 9 Attach tem ~
Names Tags

7 "}'A’ "’ -, - &2 Signature ¥
Basic Text

Clipboard 7 asic Te: 0 Include

Paste

From * m@conferencecalling.com
To.
Ce.

Subject: [mmediate Conference Call

Hello,

You're invited to join a conference call using Vast Conference

Toll Dial-In: 1-310-555-1212
Toll-Free US/CAN: 1-800-555-1212

CONFERENCE CODE: 9339

Using a mobile? Join the call with one click:

iPhone / Android: 13105551212,,9339
Blackberry: 13105551212x9339

Thank you for using Conference Calling from Vast Conference.
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Calendar Appointments

Click Schedule then select “Call Only” or “Web Meeting” to generate a calendar
invitation with your meeting details. Here’s an example of what the calendar invitation
will look like.

ol 9 1= v - N
Home Send / Receive Folder View Vast Conference
jj & i Ignore x _‘& @ _‘4 ERL Meeting |23 sales
i %= Clean Up ~ ‘ ‘ l._L?_.‘IM - QJ Team E-mail

New  New Meet |Schedule Delete Reply Reply Forward
E-mail Ttems~ | Now~| - | &lunk~ Al

?"d More ~ | 4 Reply & Delete

‘O Settings pEER ’
_— -}zﬂ] Meeting Insert Format Text Review Vast Conference

[ catendar r - =0 —3 w ¥ Recurrence -
357 o™ [l Busy - .
x ¢ ﬂ p ﬂ 8 = @ Time Zones ]

3 Forward
Delete Appointment Scheduling Schedule Cancel & 15 minutes e oo Categorize
() oneNote Assistant - Invitation 6~ ’@ Room Finder | B 3

Actions Show Vast Conference Attendees Options

New Vast Cd\ CaII-Or;oiy Delet Respond Q
B J— . = ¥

Tags

© Invitations have not been sent for this meeting. Room Finder
m@conferencecalling.com 4 March, 2014
Su Mo Tu We Th

Subject: Conterence Call Invitation | 2.3 4 5 6
— T 9 i0l11 12 13
Location: = | 16:17 18 19 20
’ | 23 24 25 26 27 2
Starttime: | Mon 3/10/2014 < 7] Al day event 30 31
/i
End time: Mon 3/10/2014 Good ]Fair . Poor

3 | Choose an avallable room:
Hello, - |
None

You're invited to join a conference call using Vast Conference

Toll DiakIn: 1-310-555-1212
Toll-Free US/CAN: 1-800-555-1212

CONFERENCE CODE: 9339

Suggested times:

PpRp— Suggestions are not provided
because most attendees are not

available dunng your working

Using a mobile? Join the call with one click: hours.

IPhone / Android: 13105551212,,9339
Blackberry: 13105551212x9339

In Shared Folder: E Calendar

L)

Enter your attendees email addresses, choose the date and time of your
meeting and send it off.
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Managing Dial-In Numbers to Display

You can set certain dial-in numbers to display in your templates by default or for a
single conference event. From the Settings tab, check the box next to any In-Country or
Toll-Free International Dial-In number where available to include it in your template

i: (b=

U‘J| = 77
‘ Home Send / Receive Folder View Vast Conference
j a #Ignore x ) [l Meeting 23 sale
45 CleanUp ~ ' i e 'd“IM 34 Tean
New New Meet Schedule » Delete Reply Reply Forward
E-mail Items~ | Now~ & Junk ~ All 2 More ~ & Repl
New VastCq R, ' callonly  [Delete Respond
Favorites a Settings

Identifying the Plugin Version Number

In the Settings section, click “About” to view the plugin version number.
This number may be helpful when communicating with technical support.

N:: |

:: : CONFERENCE CALLING

from WAST COMFERENCE

Conference Calling Plugin from Vast Conference

i Plugin Version: 1.0.42.0

t  hitp://www.conferencecalling.com
Check for Updates

f
Uninstalling Vast Conference Outlook Add-In

Note: You must close Microsoft Outlook before you can uninstall

Click the Start button > then Control Panel

Under Programs > Click Uninstall a program

Right-click Vast Conference Outlook Add-In > Uninstall
Click Yes to complete uninstall

Hwn e
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