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TeleMeeting Guide Summary

1. TeleMeeting Number


+ 65 _ _ _ _ _ _ _

2. Your Chairman Pin


* _ _ _ _ *
3. End Conference



* 9 *
Optional Features
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Disconnect Call / Last Participant

*  2 *

Recording






*  17 *

Playback Service

 


+65 723 5200

Genesys Telereplay Service – How does it works?

(  Recording

· Start your Genesys TeleMeeting by _ _ _  _ _ _ _  and your *  Pin *
· Start recording of conference by *  17 *
· Wait for announcement of a 6 digit Replay Code1  _ _ _ _ _ _ 

(write down the Replay Code for playback purposes)

· Press           to start recording
     to   repeat the Replay Code
· Disconnect all participant at the end of the conference by *  9 *

· Hangup

Playback

( Option 1 - Telephone

· Dial into Genesys Playback service number +65 723 5200
· Enter the 6 digit Replay Code _ _ _ _ _ _
· Listen to playback

· Press
      to Rewind
       to      Pause/Resume

to Forward any part of the recording
· Hangup

( Option 2 - Internet
· Call Genesys @235 5168 to load recording into the internet
· Access playback site http://www.genesys.com.sg/playback
· Enter the TeleMeeting number _ _ _  _ _ _ _ 
· Enter the Message Pin _ _ _ _ _ _ 
· Click 

button

· Listen to playback

· Hangup

( Duplication & Delivery
· Call Genesys @2355168 for a copy on CD-ROM or cassette tape.

Note1    A Replay Code will be generated each time you start a new recording.

You need this Code as a reference for playback purposes.
CHAIRPERSON GUIDE

Inform all your participants the TeleMeeting number (65) _ _ _  _ _ _ _ 
time (Singapore time) and the agenda for the meeting.

Step 1:
On the day of the meeting, dial your TeleMeeting number (65) _ _ _  _ _ _ _ 

few minutes earlier before the meeting time.

( "Welcome to Genesys TeleMeeting service,  please dial your PIN 

or wait for entry into the TeleMeeting"

Step 2:
Enter your PIN, by keying  *  _ _ _ _ *  ( * 4 digits *  )



(an asterisk before and after the 4-digits)

  ( "You are entering the TeleMeeting, you are the chairperson"

Step 3:

Sit back and wait for all the participants to join the meeting.

You will hear 2 beeps when a new participant enters the room.
To make an outgoing call

Press  


 * Telephone number *
For example:

 *  _ _ _ _ _ _ _*
 for local call
or

 *  9 _ _ _ _ _ _ _ * 
for mobile phone


or

 * 001 _ _ _  _ _ _ _- _ _ _ _  *
for overseas call


   

IDD access code


Country Code


Telephone number


(  "We are placing your call"

Correction of mistake
When you have dialled a wrong number, you may correct it by entering a # key.

For example:
*  235 5241  #  235 *

(#   is to clear the previous entry)

If the called party is not in or busy.  You may cancel the call by pressing *  2 *
(  "The most recent participant has been disconnected"

PARTICIPANT GUIDE

At the exact time(be very punctual), dial the TeleMeeting no. eg. (65) _ _ _  _ _ _ _ 

When you HAVE NOT been issued with a PIN

(  “Welcome to the Genesys TeleMeeting service,  please dial your pin or wait for entry into the TeleMeeting”.
Wait until the chairperson arrives and admits you into the meeting room.

When you have been issued with a PIN

(   “Welcome to the TeleMeeting service.  Please dial your code to enter the TeleMeeting”.

Dial your Pin *  __ __ __ __ *  (Remember to dial *  before and after your Pin)

(   When the TeleMeeting has NOT COMMENCED

(  “Please dial your Pin or wait for entry into the TeleMeeting”.

Wait until the chairperson arrives and admits you into the meeting room.

· When the TeleMeeting COMMENCES

(  “You are entering the TeleMeeting”.  Introduce yourself.

During the TeleMeeting

For higher sound quality, use your receiver and AVOID hands-free telephones that are most likely to generate interruptions or hissing noises.  If possible, it is advisable to put your telephone on MUTE mode when you are not speaking.  Kindly IDENTIFY YOURSELF before you speak.  DO NOT pick up a second call on the same telephone, as the on-hold music will affect the sound quality of the whole conference!

Do not forget to hang up properly at the end of the TeleMeeting.


( Enjoy Your Genesys TeleMeetings (
Virtual Door

You may choose to close the door by pressing *  7 * (optional)

(   "Access to the TeleMeeting has been closed"
To open the door, press * 7 *
(  "Access to the TeleMeeting has been opened"

When the door is closed

The chairperson will be notified by 3 beeps tone when there are participants trying to enter the meeting.  To bring the participant into the conference room, 

You may press * 1 * to admit the participant (repeat if necessary)
To disconnect him, press * 2 *
(  "The most recent participant has been disconnected"

End Conference

To end the conference, press * 9 *  or simply just hang up the phone.
(  "All participants have been disconnected and the door is closed "

Mute Mode

All the participants can be put on mute(silence) mode by pressing *  51 *
You will hear a pleasant jingle.

From now, only the chairperson will be heard by all participants.

(Useful when there is an important announcement to be made without any

interruptions or to silence the whole meeting if there is any noisy environment)

To deactivate the mute mode, press * 52 *
You will hear a pleasant jingle.

Setting Automatic Entry for Valid Participant PIN

Inform all your participants the TeleMeeting number (65) _ _ _  _ _ _ _ 
time (Singapore time), the agenda for the meeting and their respective 4 digits PIN.
(Participant PIN can be issued via MCM Software or assistance from Genesys prior to your meeting)

Step 1:
On the day of the meeting, dial your TeleMeeting number 

(65) _ _ _  _ _ _ _ few minutes earlier before the meeting time.

(    "Welcome to the Genesys Teleconferencing service, please dial your PIN or wait for entry into the TeleMeeting"

Step 2:
Enter your PIN, by keying  * _ _ _ _ 7 0 *  



(an asterisk before and after the 6 digits)

(  "You are entering the teleconferencing service, you are the chairperson.

The digit-code has been set".

Alternatively

You may also set the digicode feature by keying * 7 0 *  again if it was not set properly.

(  "The digit-code has been set".

From now onwards, only participants with valid PIN will be able to join your meeting.

Step 3:
Sit back and wait for all the participants to join the meeting.

You will hear 2 beeps when a new participant enters the room.

























OPTIONAL FEATURES





OPTIONAL FEATURES











   Dial Out	*  Telephone Number *





   Local	*  XXX  XXXX *


   Overseas IDD		*  001 XXX - XXXX XXXX *























(





For additional information, contact Genesys Direct at (65) 235 5168.
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