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1. Welcome

» What is I'm InTouch Meeting?
Building from its patent-protected technology platform (US Patents #6928479 and #6938076) and
award-winning I’'m InTouch remote access product line, I'm InTouch Meeting is one of the most
powerful and secure but yet affordable online service allowing corporations of all sizes to host and
conduct online meetings, collaborations, employee trainings, sales demonstrations, seminars,

presentations, etc.

I’'m InTouch Meeting has a very unique licensing sharing model which gives flexibility and
affordability. For example a corporation with 20 employees can subscribe to just one I'm InTouch
Meeting license. 20 different users each with his/her own login name and password can be created
to share this one license. Login will be successful as long as the license is not in use by any other
user at the time of login. This user-friendly and cost effective licensing model allows corporations to
start with a small number of licenses and only need to add more when the licenses are being fully

utilized.

With I'm InTouch Meeting, not only can save you a lot of traveling costs but also increase
productivity by presenting your business plan or proposals on an interactive basis. Imagine the
saving on one short business trip will let you subscribe to I'm InTouch Meeting for 2-3 years.

P System Requirements

For both the Moderator and Attendees:

o Windows XP (32-bit or 64-bit), Vista (32-bit or 64-bit), or 7 (32-bit or 64-bit)

¢  Minimum Pentium 233 with 512 MB RAM (minimum 1 GB of RAM if using Windows Vista or 7)
e Internet Explorer 6.0+; Mozilla Firefox 3.0+ (Java Script and Java enabled)

e "Always On" Internet connection (e.g. cable modem, DSL, ISDN, T1 or LAN)

e Microphone and speakers (if planning to use VolP)

www.imintouchmeeting.com 4
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» Feature List
Unlimited usage

At a low monthly/annual subscription fee, subscribers can host unlimited meetings 24/7.

Sharable licensing model
You can create an unlimited number of users under your account even though there is only 1
subscribed license. Practically this allows corporate subscribers to start with a small number of

licenses and add more when they see their existing licenses being fully utilized.

Real-time screen sharing
You can hold live meetings, share your desktop screen with all your Attendees and allow them to

collaborate — all in real-time.

File transfer
I’'m InTouch Meeting allows the Moderator and Attendees to exchange files during an online meeting

session regardless of the file type and file size.

Remote printing

The Moderator can print documents to the Attendees’ local printers simultaneously.

Chat, VolP, Phone conference
The Moderator and Attendees can exchange ideas by using any of the following 3 ways: via a
common text chat window, via VolP (Mic/Speakers must be plugged to your local machine), or via

Phone conference which support Toll-free numbers for USA and Canada only.

Whiteboard (drawing tools)
Allows the Moderator and Attendees to exchange ideas by drawing on the Moderator’s screen.

Attendees can select their preferred color of drawing to identify their ideas.

Attendees’ access rights control
The Moderator can control each Attendee’s access rights before or during the meeting session. (e.g.

assign an Attendee the ability to control the Moderator’s screen, etc.)

Support up to 15 Attendees
Allows up to 15 Attendees plus the Moderator to join your online meeting session. Everyone sees

the screen of the Moderator and can exchange ideas in real-time.

Administrative/Statistics tools
Provide detailed reporting features and robust management tools: Schedule meetings, search
current and previous meetings, restart adjourned meetings, customize your invitation email,

generate statistical reports, create users, and access/manage your billing account.

www.imintouchmeeting.com 5
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» How to “Try It Free” before “Subscribe”?

From the www.imintouchmeeting.com page simply click the “Try it Free!” button and follow the step-

by-step on screen instructions to obtain your free trial account. You can subscribe any time during

or after your free trial period ends.

» How to Subscribe?

Subscribe without a trial account

From the www.imintouchmeeting.com page simply click the “Buy Now” button and follow the step-

by-step on screen instructions to fill in your login credential, name, address, credit card information,

etc.

@m, [ Hosta Meeting H Join a Meeting l

Sales: 1800 668 2185

About I'm InTouch Meeting ‘ Advantages ‘ Benefits Try It Free/ Buy Now ‘

—— Conduct Online Meeting
o JAnytimeleyAnywherelsJAny/Device,

Applications . . .

Now includes unlimited I'm InTouch Online Meeting & Web Conferencing Software

Phone Conference for b Itis a cost-effective, easy, fast and yet powerful online meeting and web
Pricing & Comparison the same low $29.95 conferencing software. You will be up and running in minutes.

flat monthly fee

Press & Reviews

Watch a 3-minute Quick Tour Press Endorsements Special Offerings
Securi
'y I'm InTouch

1T e 1.
FAQs

"Automatically wake up your P nt uthorized ot
S em Re ulremems v revent unauthorized remote

yst q computer when you need it access to your PC with physical

authertication device

n Play now from a remote location.

I'm InTouch Meeting is based on our technology platform that is US Patent-protected \#69‘8479 #6938076) You can frust the
inventor for all your Online Meetings, Online Training . Web Ci g. Online N g , Conferencing
Software and your Online Training Solutions!

News and Updates Help and Support Did you know? << >>

* I'm OnCall v1.4 available * Technical Support You can use the Remote Printing feature to allow
* I'm InTouch v8.2 available * FAQs meeting attendees to print documents from your
* I'm InTouch Meeting wins award * I'm InTouch Meeting User's Guides desktop.
* Read this month's newsletter * Contact Us
Leamn More...
Copyright 1992-2012 © 01 Communique * A leader in Remote Access Software and Remote Control Software solutions Contact Us | Privacy Policy | Terms of Use

I'm InTouch is protected under U.S. Patents: #6928479 and #6938076.

www.imintouchmeeting.com 6
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Subscribe with a trial account

1. Click the "Host a Meeting" button on the I'm InTouch Meeting home page.

2. Login to your I'm InTouch Meeting account as the Administrator.

3. Click on the “Subscribe NOW!” link.

Scheduled by: | == View all == VJ ? Help é Print Logout

Meeting List

| Account name: john.smith@myisp.com

—
Trial will expire in 30 day(s) Gubscribe Nowﬁ

History Users

End Adijourn Hold Resume Refresh Start=> Total: 11 Previous Page1of1 Nexi Instant meeting New
[7] Meeting subject Meeting ID Status Scheduled by [¥ pate / Time Max
[:] Regional sales meeting 158-488-4194 In progress (1) Lori Danison 2012-Aug-14 12.00-EST 15
[7] Business development meeting 279-495-3812 Adjourned (20)  John Smith 2012-Aug-14 1200 -EST 15

e ——
My Account  Customize

4. Choose to subscribe on a monthly or annual basis (saves about 17% for annual subscription).

5. Click “Continue” to fill in the user information as well as the credit card information.

My Account

? Help Logout

Account name:

john.gmithi@myisp.com

Trial will expire in 30 day(s) |

Meetings

Login Info

Licenseis)

i1

Billing Info

Histaory

Users

Multiple ugers can ghare the =ame licensze.

* Provide detail reporting features and robust management toole.

Service
Plan
Calculator

|Prcmcticn code (if any) |

Annual |

Calculate ==

(Per licenze)

st license

$25.55/mo 259850

About Billing
+ Tax wil be added to the final bill (if applicalbls)
= Annual plang gave about 17%

+ |f there iz =ervice plan or price change, the new calculation
will commence on the next biling date

+ In the event that you cancel 2ome or all of your licenses, the

www.imintouchmeeting.com
Copyright © 2000-2012 — 01 Communique. All rights reserved.



D hnilouch

Meeling User’s Guide

» How to host or join a meeting?

It is very easy to host or join a meeting. Simply go to the www.imintouchmeeting.com page and click

on either the "Host a Meeting" button or the "Join a Meeting" button.

You need to have an I'm InTouch Meeting account to host a meeting (if you do not have an account
you can create one by either subscribing to an account or requesting a free trial account — refer to

the previous section for more details).

If you are an invited Attendee and would like to join an I'm InTouch Meeting session, you do not
need an I'm InTouch Meeting account. (Note: Even if you have an I’'m InTouch Meeting account
there is no need to login to your account to join an I’'m InTouch Meeting session hosted by another

person.)

» Next steps...

Refer to the “Quick Start Guide” section for more details about hosting and/or joining your first I'm

InTouch Meeting session. This is strongly recommended for first time users or occasional users.

Refer to the “Usage Tips” section for tips about how you can quickly get familiar with your I'm
InTouch Meeting beyond a first time user. This section contains the most common situations you
may encounter when using I’'m InTouch Meeting as the Account Administrator, the Meeting

Moderator, and a regular Meeting Attendee.

Refer to the “Advanced Features (Account Administrator)”, “Advanced Features (Meeting
Moderator)”, and the “Advanced Features (Meeting Attendees)” sections for detailed information

about all the advanced features I'm InTouch Meeting.

Refer to the “EAQs” section if you have questions. You should be able to find answers to most of
the common questions in this section. In the unlikely situation where answers to your questions
cannot be found in the “FAQs” section, please refer to the “Support” section to contact our

professional technical support team.

www.imintouchmeeting.com 8
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2. Quick Start Guide

» To Host a Meeting
Starting an I’'m InTouch Meeting session

To host an I’'m InTouch Meeting session simply follow the steps below:

1. Open an Internet browser and go to http://www.imintouchmeeting.com/.

2. Click on the “Host a Meeting” button

3. Enter your Login ID (Account name), password, and select the “Quickly host an instant meeting”
option. Click the “Go >>" button to start the meeting. (If you do not have an I’'m InTouch
Meeting account, please refer to the “Welcome” section on how to subscribe or request a free
trial account.)

O hilpuch Host a Meeting

Customer Service | Technical Support | User's Guide Sales: 1800 668 2185

H @ Schedule new meetings and manage my account
Login : : :
© Quickly host an instant meeting

Login ID (email)
john.smith@myisp.com

Password

Forqgot your password?

on: Contact Us | Privacy Policy | Terms of Use M

Note: "Quickly Host an instant meeting" option is designed to start a meeting immediately using all
the factory-default settings. If you select the "Schedule new meetings and manage my account"
option instead, you will need to schedule a meeting and start it at the desired date/time.

4. After logging in, the Temporary Host Application will automatically be downloaded and installed
on your PC (please select “Yes” or “Grant” if your browser is asking for permission to download
the Temporary Host Application). Your I'm InTouch Meeting session will start and the Presenter
Control Panel will be displayed on your PC. Attendees can now join your meeting session. You

may also send invitation email out or call to invite Attendees at this point.

www.imintouchmeeting.com 9
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Computer

Pazsword
pizza

Crperational Details
uesdsy, August 14, 2012 - 1:56:42 P

11 = [BRR [ 7 2 7 G

Attendee List: 2
W John Smith (Me)  EE2HSEA08
W Mary White E SHEEHI

<John Smiths Welcome and thank you
for joining my online meeting session...

TUEN ot ) 11:21 AM

Presenter Control Panel: This allows you as the Moderator to control various aspects of the I'm

InTouch Meeting session (e.g. sharing your screen, assigning access rights for each Attendee, invite

Attendees, etc.). Refer to the Presenter Control Panel section for details.

10

www.imintouchmeeting.com
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Inviting Attendees

There are 3 ways to invite Attendees after you have started an I'm InTouch Meeting session:
1. By phone: On the Presenter Control Panel, select the “By phone” tab.

Follow the instructions shown on the screen. Call your targeted Attendee(s) by phone. Then

verbally tell them to go to the www.imintouchmeeting.com page. Click the “Join a Meeting”

button and enter the Meeting ID. (No password is required for an instant meeting.)

Invite Attendee(s) |—|

By phone MEESCINEL By PIF

3 Tel your asttendees:

e Goto wwweimintouchmeeting .com
& Click the button Join a Meeting

& Enter thiz Meeting ID and Pazzward

2. By email: On the Presenter Control Panel, select the “By email” tab.

To quickly invite one or more Attendees:

1. Enter the Attendees’ email addresses in the text field (separated by semi-colon).

2. Click “Invite Now!” — an invitation email with a link to join your meeting session will be sent.

Invite Attendee(s) | Invite Attendee(s) |

By phone ML=t By PIM By phone ML By P
=] |a.sm'rth@isp.cnm; b zmithi@izp.cot =] |a.sm'rth@isp.u:u:um; b zmithi@izp.cor
{ Open my email client ] { Open my email client ]

( Invite How! E —[ Invite How! ]

To modify the email subject line or preview the invitation email before sending:

1. Leave the text field blank.
2. Click “Invite Now!” - The Invite Attendee(s) by email window will open.

3. Enter the email addresses of your targeted Attendees (separated by semi-colon) and click
“Send”.

To invite Attendees using your own email program (e.q. Outlook, Lotus, etc.):

1. Click “Open my email client”.

2. Create a new email with the meeting information. Enter the email addresses of your
targeted Attendees and send the invitation the same way you are sending a regular email.

www.imintouchmeeting.com 11
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3. By PIN: On the Presenter Control Panel, select the “By PIN” tab.

Use this option to invite attendees, who don’t have computers available, to join the current
meeting by phone.

1. Click on the “Generate a unique PIN” button to open the “PIN Generator” screen.

2. Enter the attendee’s name and then click on the “Generate a unique PIN” button. A unique
PIN will be displayed on the screen.

3. Give your attendee both the unique PIN and the phone conference number so he/she can
join the meeting by phone.

Note: The “PIN Generator” screen provides an “Email it” button that allows the moderator to

email the meeting information to the attendee which the unique PIN was generated for.

Invite Attendee(=) |—|
By phone By smail [N

Manually generate unigue Finds) for
attendeels) who are planning to join
the meeting OMLY via telephone

[ Generate a unique PIH j

(@InTnuch Y PIN Generator

Meenng

Technical Support User's Guide

Meeting ID:  719-437-0774
Moderator:  John Smith

Subject: Operational Details - by PIN
Please, enter the name of the Attendee to whom you will be creating the PIN for:
Altendee's name:
( Generate a unique PIN )
Copyright 1992-2011 € 01 Communique * A leader in Remote Access and Remote Control Software solutions Contact Us | Privacy Policy | Terms of Use ﬁlf
I'm InTouch Meeting is protected under U.S. Patents: #6928479 and #6933076 -
www.imintouchmeeting.com 12
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Presenter Control Panel

Following is a description of the different functions on the Presenter Control Panel:

=I<N
@ I“ h \ Meeting Termination
F‘I{ s Il.l'l'II
Meeting Status e Refer to the “Ending the Meeting” section for details.
heeting ID Pazzword s - d
] x pace-saving Mode
298-380-6225 pizza21 I 238-360-6225 BIx]

» B 7 2 A )

Operational Detailz

Tuesday, August 14, 2012 - 1:56:42 P

[ - B2 A8l | »- - B P A L..J11| Presenter's Screen

- [ Not sharing |_
Attendee List: 2 | Local Audio settings
W John Smith (Me) EEAXEEATE [ 11 = fonaie] Draw arrows
Y

' = L Freehand drawing
W Mary White C1 Sharing L Frase all drawings

v Send files to Attendees

> = FRIRS

Paused

EaRsseEBEE a

W m Attendee’s access rights (green = granted)
&

. | |y S E ]
<John Smithz: wWielcome and thank you | D F—I . D EI & |

far joining my online meeting session... |_

Remove Attendee(s)
Mute/Unmute mic

Chat

See Attendee list

File transfer

Remote printing
Clipboard sharing
Whiteboard
Mouse/keyboard control
View presenter’s screen

Arial RMIEERIER:

Chat

Lrial ﬂ |8 ﬂ B 7 U — . selection

| sl like to share my Powerpoint
J [5end] presentation with al lof vou, Flease wait

far me ta load it up.. ini
Invite Attendee(s) ] P //Select recipient(s)

By phone [EECmED By PN Ta | = All = ﬂ [Send ’ Send the message

Tier | = Al = | _—Type the message

3 Tell your attendees;
s G0to wewewyimintouchmesting. com

# Click the button Join a Meeting \ Invite Attendee(s)
* Enter thiz Meeting ID and Pazsword Refer to “Inviting Attendees” section for more details.
www.imintouchmeeting.com 13
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Audio Conference Settings (local settings)

The Audio settings button has 2 functions:

1) To switch between VolP and Phone bridge. After switching, the graphic of this button changes
to reflect the current Audio Conference stage: VoIP (@ #}) or Phone bridge ( ¢* .

2) Modify the mic/speakers level when the current Audio Conference setting is VolP.

VolP Phone bridge
Audio Conference Settings Audio Conference Settings
Choaosze the device you will use for the audio/phane . Chooze the device yau will use for the audiofphane
conferencing: To switch between conferencing:
i+ Microphone & speskers sttached to your PC (volP) > Xﬁég:gﬂdp\?icc)geversa >  Microphone & speakers attached to your PC (YolP)
i~ Phone bridge ( Apply ) {* Phone bricge i Apphy
—Micraphy \ —Micraphone
d | \ 1
/. i h |
Choose Dewvice: \ Chooze Device:
[Frartnic (Restek High Detiniti | [Frarthtic (Reatek: High Detiriti -]
™ Mute MOdIfy the ™ mute
mic/speakers level
—Speakers (V0|P only) Speakers
| |
5| |
Choose Device: Choose Device:
Speakers (Realtek High Definiti b ISpeakers [Reaftek High Definiti j
Lite [ Tes I hie Test

Y

A

O =i

Meeting Status 00: 00: 47 Meeting Status
Meeting ID Pazzword heeting ID Pazswoard
M4-675-8843 298-380-6225 pizza2i

meeting2 Operational Details
Tuesday, SAugust 28 2012 - 20541 PM Tuesday, August 14, 2012 - 30549 Ph

> o2 209 73D

—

> B 22 A0

—
(@) #16-273-1888 or 1-655-665-3
e~

www.imintouchmeeting.com 14
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Ending the Meeting
To terminate or adjourn an I'm InTouch Meeting session, simply click the [El button on the Presenter

Control Panel.

(=] =
@ I"Tu L I'm InTouch Meeting

el

Meeting Status 00:00: 33
2 End meeting

Meeting (] Pazzword End thiz meeting permanently and move it to the History log
298-380-6225 pizza
Cperational Details 2 Adjourn meeting
Tuesday, Sugust 14, 2012 - 305043 P Enicl this mesting with the ability to resume it at any tme

E: 1 6-273-1835 or 1-355-56:3-3573

> BN 72 A

Cancel

A confirmation will be prompted. You may terminate the meeting permanently. This will create a log
for the meeting in the History Log. Alternatively, you may adjourn the meeting so that the meeting
remains in the active meeting list and you can restart it any time. This is useful if your Attendees

need to take a break (i.e. adjourned) and you would like to resume the meeting at later time.

Note:

For your convenience, the Temporary Host Application will stay on the system tray of your PC after
you have terminated or adjourned the meeting. This allows you to easily start another I'm InTouch
Meeting from the Temporary Host Application without having to first open the browser and login from
the www.imintouchmeeting.com page. (Refer to the “Advanced Features (Meeting Moderator)”

section for details on operating or removing the Temporary Host Application.)

Schedule Meetings

Host an Instant Meeting
Join a Meeting

Preferences
Install Rermote Printer

Exit

=3 @ ¢ 1121 aM

www.imintouchmeeting.com 15
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» To Join a Meeting

Attendees have 3 ways to join an I’'m InTouch Meeting session:
1. Join viathe www.imintouchmeeting.com portal:

1. Go to www.imintouchmeeting.com.

2. Click on the “Join a Meeting” button. (an Attendee does not need an I'm InTouch Meeting
account to join the meeting. Even if he/she has an account there is no need to login to the

account to join an I'm InTouch Meeting session hosted by another person.)

Join a Meeting

3. Enter the Meeting ID and password (both of them provided by the moderator) and your full

name; then click the “Continue” button to proceed.

@ hilpuch Join a Meeting

Meenng

Customer Service Technical Support User's Guide Sales: 1800 668 2185

The meetmg moderator requests all attendees to fill in the following reglstrallon mformatlon
Meeting ID:  298-380-6225
Moderator:  John Smith {01 Communique Laboratory Inc.)

Subject: Operational Details Continue
Meeting ID:  298-380-6225
Password: eeeeee
Yourname:  Mary White
Copyright 1 Communique * A leader in Remote Access re and Remote Control Software solutions Contact Us | Privacy Policy | Terms of Use ,1"
I'm InTou ﬂtmg is "roi-‘"tcd under U.S. Patents: #6928479 and #6 6
www.imintouchmeeting.com 16
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4. After filling in the required information, the Temporary Attendee Application will
automatically be downloaded and installed on the Attendee’s PC. (The Attendee must
select “Yes” or “Grant” if the browser s asking for permission to download the Temporary
Attendee Application.) After a successful download, the Attendee will be placed into the I'm
InTouch Meeting session and the Attendee Control Panel will be displayed on the
Attendee’s PC. At this point, the Attendee may exchange ideas with the presenter and/or

other Attendees, view the presenter's computer screen if the presenter has opted to share

his/her computer screen, etc.
Attendee Control Panel

An Attendee will use the Attendee
Control Panel to operate all the
common aspects of an I'm InTouch
Meeting such as exchanging ideas,
sending files, etc.

T 7 80 Note:
@D ifouch Sample Structure Refer to the “Attendee Control Panel”
SHELL | CORPORATION I S section for details.

RECENT EVENTS:

s e

- Up10.80% of Private Sector

Attendee Viewer Panel

The Attendee Viewer Panel is running
on the Attendee’s side displaying the
screen of the Moderator's computer in
real-time as if the Attendee is
physically at the Moderator’s
computer. The Moderator can at any
time stop sharing his/her screen,
pause, or resume sharing. In addition,
the Moderator may grant the “remote
control” right to Attendees so that they
can remote control the Moderator’s
computer using their mouse/keyboard.

[ % T InTouch Mestin,.. € OF sz

Note:

Refer to the “Attendee Viewer Panel
Toolbar” in the “Advanced Features
(Meeting Attendees)” section for more
details about other advanced operating
options.

www.imintouchmeeting.com 17
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2. Join via the Moderator’s invitation email:

1. Open the invitation email (e.g. using Outlook) received from the Meeting Moderator.

2. Follow the instructions on the invitation email and click the link to join the meeting session.

HEHD 6+ | Qperational Details - Message (HTML) | o|E g
Message Insert Options Format Text Review & e
)P mmenewr-n - & W ECES D ﬂ [ attach File ¥ Follow Up - Q
’ 20 attach Item ~ ¥ High Importance

Address Check

Paste 7; B 7 U w-A-

Zaam
S =9 Book  Mames | &% Signature= [ LowImportance
Clipboard Basic Text rl Mames Include Tags W | Zoom
To.. !mar i isp.Ccom ‘
o e | ‘
Send
B | ohn.smith@myisp.coma \
Subject: |OperationaIDetai\s ‘
O R SR RS B N B T 3 7 &
AR R B R BRI ; ' ; A15]

You are cordially invited to join my I'm InTouch Meeting session:

Subject: Qperational Details (Password: 111111)
Time:  Aug. 13, 2012 05:30PM - 06:00PM EST

At the time of the meeting, simply click this link wjm@hmeelinu com/godjoin. php?2958-350-6225

Alternatively, if the link does not wark, you may follow the steps below:

1) Open your Internet browser and go to http: Ay, imintouchrmeeting. com

2)  Click the "Join a Mesting" button

3 Onthe Registration screen, enter the Meeting D: 298-380-6225
4)  Enter other registration information requested by the moderator
8)  Click "Continue” (click "Yes" or "Grant" to accept if prompted)

Best regards,
John Smith
01 Communigue Labaratory Inc

3. Enter the Meeting ID, password (both of them required by the moderator) and your full
name; then click the “Continue” button to proceed.

@lﬁl—gl‘l.[l:“t!\‘ Join a Meeting

Customer Service Technical Support User's Guide

Sales: 1800 668 2185

The meeting moderator requests all attendees to fill in the following registration information
Meeting ID: 298-380-6225

Moderator:  John Smith {01 Communique Laboratory Inc.)
Subject: Operational Details

Continue
Meeting ID:  298-380-6225
Password: eeeeee
Yourname:  Mary White
boi 8
Copyright 1992-2012 @ 01 Communique * A leader in Remote Access Software and Remote Control Software solutions Contact Us | Privacy Policy | Terms of Use
I'm InTouch otected under U.S. Patents: #6928479 and #6938076

www.imintouchmeeting.com 18
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4. After filling in the required information, the Temporary Attendee Application will

automatically be downloaded and installed on the Attendee’s PC. (The attendee must

select “Yes” or “Grant” if the browser is asking for permission to download the

Temporary Attendee Application.) After a successful download, the Attendee will be

placed into the I'm InTouch Meeting session and the Attendee Control Panel will be

displayed on the Attendee’s PC. At this point, the Attendee may exchange ideas with

the presenter and/or other Attendees, view the presenter's computer screen if the

presenter has opted to share his/her computer screen, etc.

@D wilouch Sample Structure

BIOPRODUCTS

RECENT EVENTS:

+ 5135 mbon to rase ts sske
+ Lp 0% of Prvate Sector

Pant
+ Cross lcansing and Co-
e Rt

Meeting ©
258.380.6225

o Detots

2125

Recycls tio

e Im InTouch Mestin... &) O® « s2sem

Attendee Control Panel

An Attendee will use the Attendee
Control Panel to operate all the
common aspects of an I'm InTouch
Meeting such as exchanging ideas,
sending files, etc.

Note:
Refer to the “Attendee Control Panel”
section for details.

Attendee Viewer Panel

The Attendee Viewer Panel is running
on the Attendee’s side displaying the
screen of the Moderator’'s computer in
real-time as if the Attendee is
physically at the Moderator’s
computer. The Moderator can at any
time stop sharing his/her screen,
pause, or resume sharing. In addition,
the Moderator may grant the “remote
control” right to Attendees so that they
can remote control the Moderator’s
computer using their mouse/keyboard.

Note:

Refer to the “Attendee Viewer Panel
Toolbar” in the “Advanced Features
(Meeting Attendees)” section for more
details about other advanced operating
options.

www.imintouchmeeting.com
Copyright © 2000-2012 — 01 Communique. All rights reserved.
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3. Join via Phone:

(When not using a computer to join a meeting)
1. Callin to the phone number provided by the moderator.

2. Enter the Meeting ID or PIN provided by the moderator. (if the meeting was created with
password protection, the moderator must also provide you the password)

Say your name when prompted.

4. You will hear “You will now join the phone conference” At this point, the Attendee may
exchange ideas with the presenter and/or other Attendees

Note: For those moderator/attendees that have already joined a meeting by using a computer,
the meeting’s phone conference number and the login information will be displayed on their
control panel (Refer to the “Audio Conference Settings” section for details about how to switch
from VoIP to Phone bridge and vice versa).

www.imintouchmeeting.com 20
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Attendee Control Panel
Attendee Control Panel is designed for the Attendee to easily operate all the common aspects of an

I’'m InTouch Meeting such as exchanging ideas, sending files, etc.

(In addition to the Attendee Control Panel, there is also an Attendee Viewer Panel Toolbar providing

some advanced features — Refer to the “Advanced Features (Meeting Attendees)” section for

details.)

(=I5

@ Inlouch \ Leaving the Meeting

Mesiing

Meeting Status 00 O 25 Refer to the “Leaving the Meeting” section for details.

Meeting D P
D 298-330-6225 [O][x]| Srace-saving Mode
298-380-6225

Prezerter - = 2 A )
Operational Details

Maonday, August 13, 2012 - 521132 PM

‘-"_:'h"' Smith Presenter’s Screen
01 Communicue Lakboratory NG, / | Presenter - & A el |
Sharing

Preserter [ORMIR] [ # 7 O d) Local audio settings
Attendee List: 5 —| - Err:;g:gvﬁawing
W John Smith (Presertar) Not sharing . Sen(:]files to I\(/jloderator
m Mary Vhite FREBSTS or other Attendees
@ Heather Jarvis
O Mark &rthorny Paused

W Peter Jones

Chat ] Attendee’s access rights (green = granted)

£Jokin Smith - Prezenter: wWielcome and This is the list of all other Attendees including the Moderator. Please
thank you for joining my onling meeting note that the list will disappear if the Moderator has removed the
=E=SiOn... right for this Attendee to see other participants’ names.
Audio chat controls (VolP)
Arial j | 8 j B 7 UL ot selection
| vl Iik.e to s.hare my Posverpoint ~ |— Type the message
Arial ﬂ | 5 j B 7 U presentation with al 1of you. Please wait
= far me to load § up. . | Select recipient(s)
- —
Tor | = al= j isgnd j—— Send the message

Tax. = Al = j [SEnd]

Note: Refer to “Audio Conference settings” section for details about how to switch between VolP
and Phone bridge and vice versa, or modify the mic/speakers levels)

www.imintouchmeeting.com 21
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Leaving a Meeting

To leave an I'm InTouch Meeting session, simply click the [E3 button on the Attendee Control Panel.

\4

(=]

| wiarnin 3
g

D ilpuch

Meeting Status 00: 00 25 . .
I_.\ Sreyou sure you want to leave this meeting?

Meeting D
298-380-6225

Operational Details
Monday, August 13, 2012 - 5:11:32 PM

John Smith

01 Communigue Lakoratary Ine.

Preserter [NOMMEY [ & 5 Bd)

Attendee List: 5 |
W John Smith (Presenter)

A confirmation will be prompted. After leaving the meeting, you may join the meeting again provided

the following conditions are met:
1. The Moderator has not ended the meeting.

2. Number of Attendees has not reached the maximum set by the Moderator.

Note:

For your convenience, the Temporary Attendee Application will stay on the system tray of your PC
after you have left the meeting. This allows you to easily join another I'm InTouch Meeting from the
Temporary Attendee Application without having to open the browser and join from the

www.imintouchmeeting.com page or look for the original invitation email. (Refer to the “Advanced

Features (Meeting Attendees)” section for details on operating or removing the Temporary Attendee

Application.)

@ wilgug)>

Schedule Meetings

Host an Instant Meeting Tips:

Join a Meeting This is useful if you have accidentally
left a meeting. In this case, double-

Preferences click the meeting icon in your system

] tray and fill the required meeting

Install Remaote Printer information to restart/rejoin the
meeting.

Exik

& 4:01 PM
www.imintouchmeeting.com 22
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3. Usage Tips

» As the Account Administrator
(the actual subscriber of the I'm InTouch Meeting account)
There is only one Administrator per I’'m InTouch Meeting account and normally the Account
Administrator is the person who actually subscribes to the I'm InTouch Meeting service (e.g. IT
Manager). In addition to hosting or joining any I’'m InTouch Meeting session, the Account

Administrator has the following administrative capabilities:

1. Create and Manage Users (editing or removing) under the account

The unique Sharable Licensing Model of I’'m InTouch Meeting is very cost effective for

corporations with multiple users. The Account Administrator can create unlimited number of
users and each has his/her own login name and password even if there is only one I'm InTouch
Meeting license subscribed. It is wise to start with a small number of licenses. More licenses

can be added in the future when the Administrator sees all existing licenses being fully utilized.

The Account Administrator may create some “Supervisor-level” users who can add and manage
users as well as overseeing meetings hosted by them. This will reduce the workload of the
Account Administrator but not compromising security because “Supervisor-level” users are

unable to access “Billing Management”.

Following are the differences among the 3 user’s types:

Copyright © 2000-2012 — 01 Communique. All rights reserved.

Attend Host Manage Manage Account Manage
Meetings Meetings Users History Customization Billing
Account
Administrator / / / ‘/ ‘/ /
Supervisor \/ \/ \/ \/ \/
Regular User \/ \/
www.imintouchmeeting.com 23




D Inlouch

Meetling User’s Guide

2. Customize the company name, inactivity time-out, and the invitation email for the account

The Account Administrator can configure the default company name to be displayed at the
Attendee Control Panel during a meeting session. The factory default inactivity time-out and
invitation email should be good enough for general purposes. However, the Account
Administrator can customize the inactivity time-out as well as the content of the invitation email

to suit specific requirement.

Refer to the “Advanced Features (Account Administrator)” section for details.

3. Change the Account Details such as adding licenses, login name, credit card information, etc.

Only the Account Administrator can change the administrator login name / password as well as
modifying the subscription information such as the credit card, address, name, purchasing more

licenses, canceling licenses, etc.

Refer to the “Advanced Features (Account Administrator)” section for details.

www.imintouchmeeting.com 24
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» As the Meeting Moderator
(a user who hosts a meeting under the account)
As the Moderator, planning and managing an I'm InTouch Meeting session successfully can be
crucial to your business, whether it is an online meeting, sales presentation, collaboration, training,

seminar, etc. Following are some common scenarios for your reference:

Professionalism

You are advised to organize your I'm InTouch Meeting the same way you are organizing a face-to-
face meeting. Login earlier and be the first person to join the meeting. Create a warm greeting

message in the chat window to welcome your Attendees.

If you will run a slide show such as a PowerPoint presentation, it always looks professional to start

the screen sharing first and display the cover page or agenda page of your presentation while

waiting for your Attendees.

It is recommended to close all unrelated applications on your desktop leaving on only those relevant

to the meeting.

If you are a first time user or an occasional user of I'm InTouch Meeting, you may want to start your

meeting much earlier than the actual meeting time. Use another computer to join the meeting to

“test drive” and ensure everything runs smoothly before the first real Attendee comes in.

Maximizing efficiency

Internet speed and CPU bandwidth on your computer will affect the efficiency of your I'm InTouch

Meeting session (such as the real-time latency of the screen-sharing feature). Therefore, it is always

wise to close all other applications on your computer (i.e. the Moderator's computer) that are Internet

or CPU intensive (e.g. graphics editing software, instant messaging software, video software, etc.)

www.imintouchmeeting.com
Copyright © 2000-2012 — 01 Communique. All rights reserved.
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Manage Attendees’ access rights
The Moderator can grant or revoke any or all of the 9 access rights of the Attendees:

1. Advanced Rights: We advise you not to assign the rights of remote control (mouse/keyboard
control), clipboard sharing, remote printing, and file transfer to the Attendees to begin with. Only
assign the rights when it deems necessary and remove the rights thereafter. The initial statuses
of these 4 Advanced Rights can be configured at the meeting parameters when you are
scheduling a meeting. If you are starting an “Instant Meeting” the default statuses of these 4
access rights are “off”. Note: If you have selected to use either VolP or Phone bridge, you will

also have available the mute/unmute access right (Attendees start as muted).

2. Basic Rights: The initial statuses of these 4 Basic Rights are always “on” because it is standard
for each Attendee to have the right to view the presenter's screen, draw, know who else is in the
meeting, as well as chat with anyone within the meeting. You can always turn off certain rights
of an Attendee during the meeting if he/she is not co-operative. To an extreme you may even
remove an Attendee from the meeting. (Note: Removing the right to view the remote screen will
automatically remove the rights of mouse/keyboard control, whiteboard, clipboard sharing, and

remote printing.)

attenceeList 2= IISRZIFEIEIE SO

W John Smith (Me) B 0L EEE5 L Remove the Attendee
W Mary YWhite B 2 & Mute/Unmute mic
— Chat
See Attendee list

File transfer

Remote printing

- =T Clipboard sharing
CEL - IEAEEN =] O & Whiteboard (drawing)
Mouse/keyboard control
View presenter’s screen

Ending (or adjourning) your meeting
When ending your I'm InTouch Meeting session, you can choose to end or adjourn it.

You should end the meeting if you do not need to restart the same meeting again. This will put the
meeting record into the meeting history log so that you can reference or review its usage log in the
future. On the other hand, you will choose adjourning your meeting if you need to resume it later to
further your discussion. This way the meeting will still remain in the active meeting list and you can
restart it any time in the future. However, since the meeting has not been ended yet, it will not be
placed into the history log. The usage log is only available after the Moderator has ended the

meeting.

www.imintouchmeeting.com 26
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Scheduling a meeting vs. starting an Instant Meeting

It is always better to plan and schedule a meeting well in advance, similar to how you would plan a
face-to-face boardroom meeting. This will give you time to invite your Attendees as well as

preparing your meeting materials.

To Schedule a Meeting, simply:

1. Open an Internet browser and go to http://www.imintouchmeeting.com/.

2. Click on the “Host a Meeting” button and enter your Login ID (Account name), Password, and
select the “Schedule new meetings and manage my account” option. Click the “Go >>" button to

access your I'm InTouch Meeting account.

@m‘m Y Host a Meeting

Mee llnu

Customer Service Technical Support User's Guide Sales: 1 800 668 2185

H © Schedule new meetings and manage my account
Login . _ _
@ Quickly host an instant meeting

Login ID (email)

john.smith@myisp.com

Password

Forqot your password?

Meeting List

Sort by VStart - End time v Scheduled by == View all == ¥ ? Help é Print Logout

‘ Account name: john.amith@myisp.com [

Histary Users My Account  Customize

End Adiourn Hold Resume Refresh Start== Total: 11 Previous Page1of1 Next Instant nteting’
[7] Meeting subject Meeting ID Status Scheduled by [¥ pate / Time
[] Regional sales meeting 158-488-4194  In progress (1)  Lori Danison 2012-Aug-14 13:00-EST 15
[] Business development meeting 279-495-3312  Adjourned (20)  John Smith 2012-Aug-14 1200 -EST 15

www.imintouchmeeting.com 27
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Refer to the "Schedule a Meeting" section for details on how to set up your meeting parameters as

well as how to start and manage your meetings.

Sometimes you only have a short notice to call a meeting. I'm InTouch Meeting lets you start an

instant meeting without having to first create it and then manually starting it.

There are 2 ways to start an Instant Meeting:

1. From the www.imintouchmeeting.com page, click on the “Host a Meeting” button and enter your

Login ID (Account name), Password, and select the “Quickly host an instant meeting” option.

Click the “Go >>” button to start the meeting:

D Iilpuch

Meeting

Customer Service | Technical Support | User's Guide

2. From the Temporary Host Application:

Jain Preferences

Host a Meeting

Sales: 1800 668 2185

0 @ Schedule now maatinae and manage my account
Login 5 ==

© Quickly host an instant meeting
Login ID (email)

john.smith@myisp.com

Password

Forqot your password?

Contact Us | Privacy Policy | Terms of Use M

Account name (email):
| Mot &n I'm InTouch Meeting subscriber
yet? Learn hore

[~ Remember thiz account

Foroot your pesssward?
" Manage mesting and my accournt
" Host an instart mesting

Click here to subscribe MO
Pazzword:

Login Help Close

Schedule Meetings

Host an Instant Meeting

Join a Meeting

Preferences
Install Remote Printer

-
it = E ) 112 A

www.imintouchmeeting.com
Copyright © 2000-2012 — 01 Communique. All rights reserved.
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This is very useful if you are a frequent user and already have the Temporary Host Application on
your computer. You do not need to manually launch the browser and go to the

www.imintouchmeeting.com page. The Temporary Host Application will launch the browser and

login for you automatically.

Refer to the “Advanced Features (Meeting Moderator)” section for details.

Consider using VolIP or Phone conference

If text chatting and using the whiteboard to exchanges ideas visually are not enough, you can enable
the audio communication. I'm InTouch Meeting has a powerful audio feature so that all the

Attendees can speak to each other via their computer microphones/speakers over the Internet.

Refer to the “Advanced Features (Meeting Moderator)” section for more details.

Meeting Parameters

Account name: john smith@myisp.com |

Meetings History Users My Account  Custornize

== Back to meeting list Save & Start Now => Save as template Save

Subject Business development meeting

Date: 2012-Aug-14 ¢ Eegin: 12:00 # End: 12:30 ¢ Company: 01 Communique Laboratory Inc

Time zone: Eastern Time (US & Canada). Bogota. Lims (G~ Moderator: John Smih

Timeout: 30 = {min) Max attendees: 15 =
Meeting ID: 279-495-5512 (5-12) Atftendee's Access Rights:

Passw ord required fo join’ pizza2 1
Hemnv host's deskias

Mouse/Keyboard input
]
|| File transfer

ing session

Clipboard sharing
7| Remote printing
. ] P W You may invite attendees now or at
To: = Enfer email address(es) separated by "" =
(58] sep ! the Moderator Confrol Panel after
Ce- you have siarted the meeting
Invite Mow!
Bee: john smith@@myisp.com
! @myisp Open my email client
Subject Business development meeting Copy to other email clients
Copyright ©2000-2012 - 01 Communigue Contact us | Privacy Policy | Temnsof Use

I'm InTouch Meeting is protected by U.S. Patent Mumbers 5,928,470 & 8,035,075
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» As a Meeting Attendee

I’'m InTouch Meeting is designed to be very user-friendly so that even a first-time non-technical user

can easily join a meeting session. During the meeting session, an Attendee may encounter the
following situations:

If the Moderator is not there yet at the time when an Attendee joins the meeting session, the
Attendee will see a message — “Waiting for the Moderator” being displayed. The system will

immediately notify on the screen when the Moderator has joined the meeting session.

If the Moderator’s screen appears to be too small in the Attendee Viewer Panel, the Attendee
may want to enlarge the panel or change the viewing mode to “Full Screen” / “Actual Size”. Viewing

mode can be adjusted on the Attendee Viewer Panel Toolbar. Refer to the “Advanced Features

(Meeting Attendees)” section for details.

IERYC) Pl WA

I oo

If the Moderator’s screen appears to be frozen, it may be that the Moderator has “Paused” the
screen sharing at his/her side. Attendees do not need to do anything and the screen update will
resume when the Moderator has allowed sharing of his/her screen again. In this case, the “Remote

Screen” status on the Attendee Control Panel will indicate as “Paused”.

(=]
@D hilpuch

Meeting Status

Meeting D
298-380-6225

Operational Details
Monday, August 13, 2012 - 52016 PMW
Jakn Smith
01 Communigue Lakoratary Ine.

( Prezerter [N D # 1 04)

Attendee List: 5

B John Smith (Presenter)

www.imintouchmeeting.com 30
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However, if the status still shows “On Air” (i.e. the Moderator has not paused the screen sharing),
there may be some sluggishness with the Internet. In this case, attendees can try refreshing the
screen by using the Refresh button. Refer to the “Advanced Features (Meeting Attendees)” section

for details.

o(@)% O s @ s @ ol

If Attendees want to express their idea, they can make use of the tools provided by I'm InTouch
Meeting. The most commonly used tool is the chat window in which attendees can exchange ideas
with others via text or audio. They can also draw directly on the screen of the Moderator's computer

using the drawing tools. All Attendees and the Moderator can see the drawing in real-time. Please

note that only the Moderator can erase the drawings. Refer to the “Advanced Features (Meeting
Attendees)” section for details.

h ]
@ hilpuch

Meeling

Meeting Status 00:00:29

Meeting ID
298-380-6225

Operational Details |
Monday, August 13, 2012 - 5:11:32 PM
John Smith
01 Communigue Laboratory Inc.

5 Preserter [JDmMR [ 2 7 &)
@@ Irilouch Sample Structure lmenueeusv C

| John Smith (Presenter)
W Mary White B 2¥8EaeR
| SHELL | | CORPORATION |
L 100%
(=]

@ Heather Jarvis
....80% RECENT EVENTS:

O Mark Anthony
+ $135 million to raise Its stake

M\ Peter Jones
+ Up to 80% of Private Sector
Investment in first Commercial

PLANT 1
Plant

~40%-60% . 40% - B0% | + Cross licensing and Co-

Investment Right
PLANT CO-
INVESTMENTS

<John Smith - Presenter>: Welcome and
thank you for joining my online meeting
session.

W@ GO 1121 AM

[ %2 I InTouch Meetin... Q‘)ff O < seapm
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Following describes how an Attendee can enable the drawing tools or change the default drawing

color given by the system at the time of joining.

(=]

D riljpuch

Meeting Status 00:00; 29

hesting ID
298-380-6225

Operational Details

Monday, August 13, 2012 - 5:47:32/PM
Jaohin Simith

01 Communigue Labaratogy |

Presenter - E S 0d)

B John Smith (Presenter)

| Free-hand drawing
L ~Arrow pointer drawing

Note:

An Attendee can change the color of
its drawing tools and chat text by
clicking on the “Color Palette” button
at the Toolbar.

Attendee List: 5§ |

If Attendees want to send file(s) to the Moderator, I'm InTouch Meeting has a “File Transfer”

feature specially designed for this purpose. They can avoid the cumbersome process of having to

compose and send an email with an attachment to the Moderator. Using this File Transfer feature

also has the following advantages:

1. When the transfer is completed, Attendees know the Moderator has received the file already (i.e.

real-time).

2. Unlike email attachment, there is no limit on the file size and file type when transferring files in

an I'm InTouch Meeting session.

3. Unlike email attachment, transferring files in an I’'m InTouch Meeting session is point-to-point

secured. The email never resides on any server beyond your control. This is especially useful if

the documents involved are highly confidential.

Note: Attendees must have been granted the “File Transfer” access right in order to use this feature.

[=Ix]

D rilpuch

Meeting Status

Meeting 1D
298-380-6225
Operational Details
Monday, August 1.5, 2012 - 501132 PW

John Sinith
01 Communigue Laboratary Inc.

Prezenter

Attendee List: 5

W John Smith (Presenter)

by e = (===l 1
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4. Advanced Features (Account Administrator)

» Users Management

The unique Sharable Licensing Model of I'm InTouch Meeting is very cost effective for corporations

with multiple users. The administrator can create unlimited number of users and each has his/her
own login name and password even if there is only one I'm InTouch Meeting license subscribed. It
is wise to start with a small number of licenses. You may then add more licenses in the future when

you see your existing licenses being fully utilized. To manage users (add, remove, edit), simply:

1. Open an Internet browser and go to http://www.imintouchmeeting.com/.

2. Click the “Host a Meeting” button and enter your Login ID (Account name), Password, select the
“Schedule new meetings and manage my account” option and click the “Go >>” button to access
your I’'m InTouch Meeting account.

D nlpuch Host a Meeting

Meenng

Customer Service \ Technical Support \ User's Guide Sales: 1 800 668 2185

H © Schedule new meetings and manage my account
Login \ ) )
@ Quickly host an instant meeting

Login ID (email)

john.smith@myisp.com
J Y

Password

Forgot your password?

Contact Us | Privacy Policy | Terms of Use M

3. Click the “Users” tab to open the “Users” page.

At the minimum the Administrator will see himself/herself on the user list. The Administrator can

create users or manage existing users (the following diagram illustrates all the features).

www.imintouchmeeting.com 33
Copyright © 2000-2012 — 01 Communique. All rights reserved.


http://www.imintouchmeeting.com/

== Meetlting

Ny, ™

@ ilpuch

N\
),

User’s Guide

v R e Eerint ML

User List

ogout

Account name: jchn.smith@myisp.com

|

Meetings History
Remove Logeut Suspend R

[] B Full name
[] dehn Smith

My Account  Customize
Refresh Total: 1 Previous Page1of1 Next Add new ==
User type Email address (login) Last hosted Meetings
Administrator john.smith@myisp.com 2011-Apr-29 11:38 68

Refresh the User List

Resume selected User(s)

This feature is only applicable to users who have
been suspended by the Administrator (i.e. you).

Suspend selected User(s)

This feature is only applicable to “Offline” users.

Forcing logout of selected User(s)

This feature is only applicable to “Online” users
and any ongoing meeting will be terminated
automatically.

Edit the selected User

If the user is currently logged in, changes will
only be reflected at the next login. Please refer to
the next section for details on how to edit a user.

Remove selected User(s)

This feature is only applicable to “Offline” users
and it will not apply to the “Administrator”.

Create a new User

An empty form will be opened for filling-in the
information of the new user (see next section).

www.imintouchmeeting.com
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Create a new user

‘?Help @F’rint Logout

Account name:  john.smith@myizp.com |

Meetings History

== Back to user list

My Account

Pas: word:l (8-12 characters)
Confirm pass’ ord:l

Edit a user

User Information

Clicking “Save” will update the user information. Please note the
following:
1. When creating a new user, the new user can be designated as either

a “Regular User” or a “Supervisor”. A “Supervisor’ can host meetings
like a “Regular User”. He/she can also create new users, manage
existing users as well as managing meetings hosted by other users.

2. A “Supervisor” has no access to “My Account” and can be removed by
the “Administrator” or other “Supervisors”.

‘?Help @Print Logout

Account name:  john smithE@myisp.com |

Meetings History

== Back to user list

My Account

Firzt name;#/John
Status: Online \
Lazt ngfie: Create on: 2008-Feh-20
Userfiype: I Administrator vl Last login: 2009-Mow-09 09:30
Last logout: 2009-Mow-0911:47
Etmazil = Last hosting: 2009-kowy-09 09:32
Pas: [5-12 charactgrs) Total meeting sessions: &
Total meeting time: Sdh 26m
Confirm passyeord: I ] Total serverusage: 233h18m
e | John Smith is the account administeftor. Scheduled meeting(s): 3 (Current)

26 (Dizmissed)

.

User Information

Clicking “Save” will update the user information. Please note when editing
the Administrator, no one including the Administrator can change his/her
own “User Type”. And only one Administrator is allowed for the account.

www.imintouchmeeting.com
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Note: A Regular user will not be able to see other users on the users list. However, when
logging in as a Supervisor, he/she will be able to see all the users. The only exception is that

the Supervisor user cannot access the “My Account” billing information tab.

Following are the differences among the 3 user’s types:

Attend Host Manage Manage Account Manage
Meetings Meetings Users History Customization Billing
Account
Administrator \/ ‘/ ‘/ \/ \/ ‘/
Supervisor \/ \/ \/ \/ \/
Regular User \/ \/
www.imintouchmeeting.com 36
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» Meeting Management
I’'m InTouch Meeting allows the Administrator to manage all the active meetings. He/she can clean

up any mistake a user may have created such as forgetting to logout before leaving for the day or

forgetting to terminate a meeting, etc. To do so, simply:

1. Open an Internet browser and go to http://www.imintouchmeeting.com/.

2. Click the “Host a Meeting” button and enter your Login ID (Account name), Password, select the

“Schedule new meetings and manage my account” option and click the “Go >>" button to access

your I'm InTouch Meeting account.

@ hilpuch > Host a Meeting
Mee 143
Customer Service | Technical Support | User's Guide Sales: 1 800 668 2185

Log i n © Schedule new meetings and manage my account
@ Quickly host an instant meeting

Login ID (email)
john.smith@myisp.com

§ C— R O TRy NN ‘ Password
Not an I'm InTouch Meeting user yet? A% B,
L 9 i ! y . Q) Go >>
) J 4 ‘

Forqot your password?

Contact Us | Privacy Policy | Terms of Use

Meeting List

\
= Sy -

v ?Help éprmt Lsgcut

ort by: | start - End time Vv |

Account name: john.smith@myisp.com ]
My Account  Customize

i Instant meeting New

End Adiourn Hold Resume Refresh Start>=> Total: 11 Frevious Page1of1 lext
[] Meeting subject Meeting ID St Scheduled by ¥ Date / Time Max
2012-Aug-14 1200 - EST 15

Lori Danison

[”] Regional sales meeting 158-438-4194 /In progress (1)

Adjourned (20)y¢ John Smith 2012-Aug-14 12:00 - EST 15

[T7] Business development meeting 279-495-8812
~—— \

AN

Parameters of the Meetings Status of the Meetings

Click to modify parameters of an “On-hold”, Refer to the “Meeting Status” section for details.
“Adjourned”, or “Scheduled” meeting. Refer to
the “Meeting Parameters” section for details.
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4. The Administrator can select a meeting and end it, adjourn it, put it on-hold, or resume it.

He/she can also modify the parameters of a meeting or start a meeting created by other users.

Note:

When logging in as a Regular user, only the meetings created by this user will be listed.
However, when logging in as a Supervisor, meetings created by any other user will also be
displayed. The only exception is that the Supervisor user cannot access the “My Account”

billing information tab.

Meeting Status

An I'm InTouch Meeting will have one of the five meeting status:

Schedule: A new meeting has been scheduled

Adjourned (i): The meeting has ended but is left open for future resuming. “” indicates the

number of times this meeting has been started (i = 1 or more).
On-hold: Temporary on-hold — it cannot be started until after being resumed.

In progress (n): The Moderator has started the meeting. “n” indicates the number of

Attendee(s) currently in the meeting (n = 0 or more).

Waiting (i): A scheduled meeting where the Moderator has not signed in yet but at least 1

Attendee has already joined. “i” indicates the number Attendee(s) who has joined (i = 1 or

more).

Operations on a Meeting

End: Terminate and move selected “Scheduled” / “Adjourned” meeting(s) into the history log
Adjourn: Forcing selected “In progress” and “Waiting” meetings(s) to become “Adjourned”
Hold: Put selected “Scheduled” / “Adjourned” meeting(s) on-hold — cannot be started
Resume: Resume selected “On-hold” meeting(s) so that they can be started any time
Refresh: Simply refresh the meeting list

Start >>: Start the selected meeting(s) regardless

Instant meeting / Schedule: Start a new meeting immediately or schedule a new meeting

www.imintouchmeeting.com 38
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Meeting Parameters
The Administrator and the Supervisor users can change the meeting parameters of an I'm
InTouch Meeting created by any user. A regular user can only change the meeting parameters
of those meetings that he/she creates.

Meeting Parameters

? Help @ Frint Legout

Account name: john smithi@myisp com |

History Uzers My Account Customize
== Back to meeting list Save & Start Now >> Save as template Save

Subject: Business development meeting

Date: 2012-Aug-14 # Eegin: 12:00 # End: 12:30 # Company: 01 Communigque Laboratary Inc

Time zone:. Eastern Time (U5 & Canada), Bogota, Lima (GM Moderalor: John Smith

Timeowt: 20+ (min) Max altendeas: 15 -
Meeting IDr 279-495-5512 16-12) Attendee's Access Rights:
Passw ord required fo join: pizza2 1 [ Mouseikeyboard input

Remove host's deskiop w allpaper during session || File transfer
Audio chat (Vo) Aftendees start as muted [ | clipboard sharing

Phone conference by P - [ |Tolfree | || Remote printing
.
To: = Enter email address(es) separated by "" = liuﬂilﬂ?ﬂge::“:m: o
Ce: you have started the meeting

Invite Mow!

Boe: john smith@myisp.com

Open my email client
Subject Business developrment meeting Copy to ather email clients

_-11_’ Copyright € 2000-2012 - 01 Communigue Contact us | Privacy Policy | Temsof Uss
Ay b
e I'm InTouch Meeting is protected by U.5. Patent Numbers §,828,478 & 6,838,075
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» Meeting History Management
I’'m InTouch Meeting allows the Administrator to manage the history log of all the terminated
meetings. The Administrator can review subjects of the meetings, audit trail, or monitor the usage

pattern of different users. To do so, simply:

1. Open an Internet browser and go to http://www.imintouchmeeting.com/.

2. Click the “Host a Meeting” button and enter your Login ID (Account name), Password, select the
“Schedule new meetings and manage my account” option and click the “Go >>” button to access

your I'm InTouch Meeting account.

O lpuch Host a Meeting

Meeting

Customer Service \ Technical Support \ User's Guide Sales: 1 800 668 2185

H © Schedule new meetings and manage my account
Login , )
@ Quickly host an instant meeting

Login ID (email)

john.smith@myisp.com
J Y

Password

Forgot your password?

solutions Contact Us | Privacy Policy | Terms of Use M

3. Click the “History” tab to open the “History Log”.
Note:

¢ When logging in as a Regular user, only the meetings created by this user will be listed.
However, when logging in as a Supervisor, meetings created by other users will also be
displayed. The only exception is that the Supervisor user cannot access the “My Account”

billing information tab.
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i

Sort by |Laststart -] scheduled by | == view all ==

Meeting History

Copyright @ 2000-2011 - 01 Communigue

| Bhep Srin Lagout
| Account name: jochn.zmith@myizp.com |
Meetings Users Customize
Remove Re-open Refresh Total: 392 Page 10725 Mext Apply
T Meeting subject Meeting ID  Scheduled by [ Last start Dur Mesting subject
[T Road show #2 123-515-5112  Lori Denison 2009-Sep-1910:30 112 |
[T Business developmert mesting ~ 311-456-9301  John Smith 2009-5ep-1911:30 215 || osted = v || 1 |time(s)
[ General meeting #21 S65-963-7412  Lori Denison 2009-S5ep-21 09:30 315 = w1
[T Financisl forecast (internal 233-233-2392  John Smith 2009-Sep-2211.30 1322 DAﬂBHdBE(S
T Investors presertstion 112-852-9635  Robett Davidson 2009-5ep-2313.30 0:46
(® Display all
M Wirtuslization feasibility stu... 2223651144 Dan Ryan 2009-5ep-2315.00 1:39
T Developers Meeting 128-111-2123  Lance Martin 2009-Sep-2412:00 213 O
[T o Mesting 225-852-8528  Dan Ryan 2009-5ep-2513:30 10912 O :Es::rj ay
[T Developers Meeting (10 995-123-3214  Robert Davidson 2009-Sep-2610:30 16 @) L:t = :::_S
T Customer presertation FTE-057-5526  John Smith 2009-Sep-2612:00 0:39 O Trpmis
T Mesting with deparment heads 589-117-8596 Lance Martin 2009-5ep-2711:30 11:53
I Investors conference #11 896-778-7125  John Smith 2009-S5ep-28 0530 11:58 2009-Apr-2e
[T Sales meeting (GTA T41-555-9523  Mary Brown 2009-Oct-02 16:30 18:27 -_I::p 38
[T Sales meeting (519 54-987-5214  John Smith 2009-0ct-0311:00 0z18
[T AGM G52-562-1456  Robert Davidson 2009-0ct-03 13:25 0r1s
[T Sales forecast 993-565-5261 Dan Ryan 2009-Oct-04 03:50 2213

Contact Us | Privacy Policy | Terms of Use

" I'mInTouch heeting is protected by LS. Patent Mumbers § 928 479 & 6 938 076

4. From this page, you can filter the list by the User’s name and select the field to be sorted on. In

addition, you can also search by the Meeting Subject, number of times hosted, number of

Attendees, or the schedule date.

Finally you can select a meeting log record and either remove or re-open it. “Remove” will

permanently remove the log record from the database and it cannot be retrieved. “Re-o-pen” will

move the meeting record back to the Meeting list as Adjourned.

www.imintouchmeeting.com
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Meeting History

e e e o o e o e o o o e i R

123-515-5112
F11-456-9301
S69-963-7412
233-233-2392
112-852-9635
222-369-1144
128-111-2123
225-652-3525
993-123-3214
T7E-807-5526
&89-117-3596
§96-T7E-7125
T41-859-9523
§34-957-5214
S82-562-1456
993-565-5261

right @ 2000-2011 - 01 Communicgue
Touch Meeting is protected by LS. Patert Mumks

Fohkert Davidsan
Dan Ryan

Lance harin
Cian Ryan

Fokert Davidzon

John Stnith

Lance hiartin

2009-Sep-1910:30
2009-5ep-1911:30
2009-Sep-21 09:30
2009-Sep-2211:30
2009-5ep-2313:30
2009-Sep-2313:00
2009-5ep-2412:00
2009-5ep-2513:30
2009-Sep-2610:30
2009-5ep-2612:00
2009-5ep-27 11:30
2009-Sep-28 05.30
2009-0ct-02 16:30

2009-0ct-03 11:00

2009-0ct-03 1325

2009-Qct-0403:30

Cortact Us | Privacy Paolicy | [Terms of Use
rs 6,928,479 & 6,933,076

Sort by |L;aststar1 -I Scheduled by: | == view all == | Rhen S roint
| Account name:  john.smith@myizp.com |
Meetings Users My Account  Custormize
Femove Re-open Refresh Total, 392 Fage 10725 Mex
Meeting subject Meeting I Scheduled by ¥ Last start Dur

112
15
315
1322
0:46
139
213
10812
16
038
11:53
1138
18:27
0218
w15
2213

At'tendee(s “

[+) Display al

@ Yesterday
[0 Last 7 days
) Last30 days

(\) Date range:

2011-Apr-28

Searching Criteria

Clicking “Apply” will start the search.

Open the User Details

Clicking a user will display details of the user. Refer
to the “Users Management” section for details.

Display details of the selected Meeting

Clicking a meeting subject will display details of the
selected meeting. Refer to “Meeting Statistic” for

details.

www.imintouchmeeting.com
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Meeting Statistics

Meeting History Details

? Help @ Print m Logout

Account name: jehn.smith@myisp.com |

Meetings Users My Account  Customize

== Back to history list

General Information

First start:
Last start: April 28, B
Duration: 00h:03m 12h:10m (total of ally

Attendee(s): & (Last stalt) 245 (total of all)

Average: 2h
Total: 38h 3Xm

Copyright ® 2000-2011 - N Commu\i Contact us | Privacy Policy | Terms of Use
I'm InTouch Meeting is protgcted by I.5. Pateny Numbers 8,928 479 & 8,938,078

General Information

“Date” means the original scheduled date of the
meeting — regardless of how many times it has
been adjourned and restarted, this shows the date
when the meeting was first held.

General Usage

Provide information about the number of times the
meeting has been adjourned and restarted, as well
as its last start and total usage.

Server Usage

Shows the average server time an Attendee has
used as well as the grand total server time that all
the Attendees consumed.
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» Account/Billing Management
The Account Administrator is the only one who can access the billing management of the I'm
InTouch Meeting account. Inputting subscription information such as credit card, address, name,
purchasing or canceling licenses, etc. can be done as follows:

1. Open an Internet browser and go to http://www.imintouchmeeting.com/.

2. Click the “Host a Meeting” button and enter your Login ID (Account name), Password, select the
“Schedule new meetings and manage my account” option and click the “Go >>" button to access

your I'm InTouch Meeting account.

D nlpuch Host a Meeting

Meenng
Customer Service | Technical Support \ User's Guide Sales: 1800 668 2185

Log i n © Schedule new meetings and manage my account
@ Quickly host an instant meeting

Login ID (email)

john.smith@myisp.com

Password

Forqgot your password?

utions Contact Us | Privacy Policy | Terms of Use M

3. Click the “My Account” tab to open the “Billing / Licensing” page (depends on your security

setting, you may be required to enter the account password again).

4. You can add/remove licenses and select either an annual or a monthly subscription plan on this
page. You can click “Login Info” to change the Account name, Password and other login related
information. You may also click the “Billing Info” to change the credit card and subscriber
information.

www.imintouchmeeting.com 44
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| Account name: john.smith@myisp.com |
Meetings History Users LAY Customize
* Multiple users can share the same license A .
** Provide detail reporting features and robust management tools. \ewaianiinen) \; Continue,
f N\
| Login Info h
@D Inilguch
License(s] illing
Promotion code (if any) About B
Sorica Aniiial T e e Tax will be added to the final bill (if applicalble)
illing Infi Plan 1  Annual plans save about 17%
e ¢ Ifthere is service plan or price change, the new calculation will
(Per license) commence on the next billing date
1st license $29.95/mo $299.95/yr ¢ In the event that you cancel some or all of your licenses, the
2nd - 5th $26.95/mo $269.95/yr unexpired portion of your licenses will not be refunded, applied
; : to another subscription, or transferred to anyone else, and is
6th - 10th $19.95/mo $199.95/yr not convertible to cash or other forms of credit
11th + contact us
Features | v/ Unlimited Usage
v’ Shareable licenses *
v’ Real-time screen sharing
v’ File transfer
v’ Remote printing
v Text/Audio chat (VolP)
v’ Whiteboard (drawing tools)
v Attendee access rights control
Currency | v/ Support up to 15 attendees
..l v’ Administration/Statistics tool **
\ J
Copyright © 2000-2011 - 01 Communigue Contactus | Privacy Policy | Terms of Use
=1 I'm InTouch Meeting is protected by U.S. Patent Numbers 6,928,479 & 6,938,076
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Changing the Login Information

R Help Shrrint M Logout

| Account name:  john.smith@myisp.com |
Meetings Histary Users lﬁm Custornize
+ Reguired field i Y 3
Cancel . Apply
A A If wou change your accourt name to & different email address, pleaze make sure the neve account name is a
Login info

valid email address. When you forget vour password, a reminder will be sent to this new email account.
Secret question and answer are for authertication when caling Customer Service.

Llcense(s) Al your personal information iz confidertial and will MOT be rerted or zold. Privacy Policy

[ Billing Info *Ernail Address: (To receive password reminder’)

Ijohn amithigmyisgp.com

*Secret question: (e.g. My cat's name?)
IM\; dog's name

*Re-enter emnail address: *Secret answer: (e.q. O=car)
Ijohn amithigdmyisgp.com IMax

*Account Hame: {For your I'm InTouch account loging
Ijohn amithigdmyisgp.com

*Password: [E - 12 alphanumeric characters)
ennnan

I [{Password required to enter "Wy Accourt” tab
*Re-enter Password:
Iazaaaa

Password re-confirmation required

'Country of Residence: . . .
|—_|USA - If this box is checked, you will need to enter the
account password in order to access the “My

Account” page.

Changing the Billing Information

‘? Help Logout

| Account name: johnsmith@myisp.com |

Meetings History Users

+ Required field
Currency: B—

[ Lugin I Service Plan Gty Billing Amount MNext billing date

I'm InTouch Meeting 3 Annual Us$  839.85 Jul10/2013

- Toll-Free Idanthly uss 0.00 Sep/10/2012
License(s)

Your account will be renew ed Annually automatically. % cur credit card will be charged accordingly so that you

can continue to use your without any service interruption.
Billing Info

Company: *street:
|D1 ‘Communique Laboratory Inc. |123 Avenue Sireet
*First name: *Last name: 'City: *State / Prov:
I.luhn ISrrilh IGeolge Town L&
*Tel#: Fax # 'Zip { Postal: *Cou niry:
|626-555-1212 626-555-1213 Je3t4a [usa
*Credit card type: *Card number: *Card security code:
American Express v | | 213 |8323

*Expires: *Name on card:

i ¥[8 v |J°h" Smith Credit cards accepted: E m - |

See Toll-Free Billing Statements

www.imintouchmeeting.com 46
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» Account Customization
The Account Administrator is the only one who can access the “Customization” page of the I'm
InTouch Meeting account. The Administrator can set up the following for all the users of the
account: Toll-free, Inactivity time-out, default Moderator settings, and the Invitation Email content.

To do this, simply follow the steps below:

1. Open an Internet browser and go to http://www.imintouchmeeting.com/.

2. Click the “Host a Meeting” button and enter your Login ID (Account name), Password, select the
“Schedule new meetings and manage my account” option and click the “Go >>" button to access

your I’'m InTouch Meeting account.

O hilpuch > Host a Meeting

Customer Service | Technical Support | User's Guide Sales: 1 800 668 2185

H © Schedule new meetings and manage my account
Login , )
@ Quickly host an instant meeting

Login ID (email)

john.smith@myisp.com

Password

Forqot your password?

solutions Contact Us | Privacy Policy | Terms of Use M

3. Click the “Customize” tab to open the “Customization” page. On this page, you can set up the

following (for all the users):

e Default Moderator settings

This is to configure whether to have the Moderator's name and company name displayed at
the Attendee Control Panel, as well as enabling/disabling the Toll-free feature and the voice

message played when using the phone bridge.

e Invitation Email content

While the default email is good in general, customizing one for your organization can

certainly enhance its professional image.

www.imintouchmeeting.com 47
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Customization

D Help Seint [ Logout

| Account name: john smith@myizp.com |

Meetings Histary Users My Account

Use Tol-free (3 0.07 per minute/per attendee) Save

Show moderater's name cn the centrel panels

Show company name on the contrel pansls: Iy Company Inc.
I:| Replace factery's on-held veice message with: [MP3 file anly < 5ME)
Invitation email: | Preview

@ Use 'minTeuch Mesting's factory defautt

) Use customized email as below

Message: “ou are cordially invited to join my I'm InTouch Meeting session: "~ N

Feliow ing labels will ke replaced as

Subject; %SUBJECT % (Passw ord: %PASSWORD% ) described at the time of sending the

Time:  DATE %ETARTY - %EMNDR% invitation email:

At the time of the meeting, simply click this link to join: %URL% Label description
%0l0% = Session D

Alternatively, if the link dees not w ork, you may follow the steps below: %% SUBJECT: = Meeting subject

1) Cpen your Internet brow ser and go to SWEBSITEY: PASSWORDS: = Session passw ord

2} Click the "Jein™ butten SMODERATORY: =% our name

3)  ©nthe Registration screen, enter the Meeting ID: %ID% S COMPA MY % =Y our company nams

4)  Enter other registraticn informaticn requested by the mederater “WEBSITE = I'm InTouch Meeting site

5)  Click "Centinue™ (click ™es” or "Grant™ to accept if prompted) %% URLY% = Cne-click to launch session
7 DATEY = Meeting date

Best regards, S ETARTY = Start time

S MODERATCR Y S EMD% = End time

S COMPA MY % \ J

1,300 characters max.

Copyright © 2000-2012 - 01 Communigue Contact us | Privacy Policy | Termsof Uss
I'm InTouch Meeting is protected by U.5. Patent Numbers G928 478 & §,938,078
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5. Advanced Features (Meeting Moderator)

» Schedule a Meeting
All 3 types of users (the Account Administrator, a Supervisor, or a Regular user) are allowed to host
a meeting (i.e. to be the Meeting Moderator).

The “Quick Start Guide” section and the “Usage Tips” section are mainly written for referencing by
first-time or occasional users. They mostly describe about how to quickly host an instant meeting.
To take full advantages of your I’'m InTouch Meeting features as the Moderator, you may want to
schedule a meeting rather than starting an instant meeting. Scheduling a meeting allows the
Meeting Moderator to manually configure the meeting parameters such as Subject Name, Starting
Time, Password, VolP/Phone bridge, Default Attendees Access Rights, etc. To schedule a meeting,
simply:

1. Open an Internet browser and go to http://www.imintouchmeeting.com/.

2. Click the “Host a Meeting” button and enter your Login ID (Account name — assuming that you
are a Regular user), Password, select the “Schedule new meetings and manage my account”

option and click the “Go >>" button to access your I'm InTouch Meeting account

D Inlpuch Host a Meeting

Meenng

Customer Service ‘ Technical Support } User's Guide Sales: 1800 668 2185

H © Schedule new meetings and manage my account
Login A : .
@ Quickly host an instant meeting

Login ID (email)

lori.denison@myisp.com

Password

Forgot your password?

i i A A | (| * 4
tware solutions Contact Us | Privacy Policy | Terms of Use M
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Meeting List

Sortby:  Start- End time - B Help &P Frint Logout

Account name: lori.danison@myisp.com |

Meetings Histary Users °

Instant tin Mew

] Meeting subject Meeting ID Status Scheduled by ™ pate / Time Max

Tip for first-time wsers e

To start hesting an I'm InTouch Cnline meeting, simply:

1) Click on the “Instant meeting” link cn this screen.

2} Click ™es" or "Grant™ allow ing 'm InTouch Meeting to dew nlead the temporary hest program on your computer.

3} The Presenter contrel panel will ke cpened, starting the online meeting automatically.

41 Inwite your attendees by using the invitation methed that best suits you (by phene or by email}.

51 You may press the "Play™ butten on the Presenter contrel panel te start sharing your deskiop screen with your
attendees at any time.

MNote: Use "Mew " instead of “Instant meeting” to start a meeting with custom settings: Start a meeting on a different
date and time, require a passw ord to join, set default access rights for your attendees, etc.

Regular User

Please note that “My Account” and “Customization”
tabs are not available for Regular users.

3. Click “New” to create/schedule a new meeting.
4. Fillin all the necessary meeting parameters. There are 3 operating options:

Save & Start Now: This is a 2-in-1 button that will add a new meeting into the active meeting list

and at the same time start the meeting. This is a convenience tool so that the Moderator does
not need to press “Save” first to “create/schedule the meeting and then select the meeting in the
active meeting list to start it manually.

Save as template: This saves the meeting parameters into a template for future use. This is a

convenient tool so that the Moderator does not need to enter the same settings for each meeting

if they are mostly the same (e.g. granting certain access rights for the Attendees).

Save: This saves the meeting parameters and adds a hew meeting into the active meeting list.

The Moderator can start inviting Attendees at this time.
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Users

History

Meetings

== Back to meeting list

13:00

12-Aug-14 ' Begis

. Eastern Time (US & Canada),

- 30+ {min)

efing Ix = To be assigned =
Pazzw ord required to join:
Remove host's deskiop w allpaper during sgssion

[/] Phisge conference by PN

udio chat (VolF) Attendees starf ag/muted
Toll-free

Account name:

End:

ogota. Lime (GM o«

R Help ¥ Print Logout

lori.danis oni@myisp.com

Save

Save & Start Now == Save as template

13:30 # Carmpany

1 Cormmunique Laboratory Inc

/ | Mousei/Keyboard input
|| File transfer

[ ] Clipbeard sharing

General Meeting Parameters

Time: The scheduled time is for the Moderator’s reference
only. The meeting will not start automatically by itself — the
Moderator needs to manually start the meeting at the
scheduled time.

Timeout: Inactivity time-out of the sharing session of the
Moderator’s screen.

Max Attendees: Maximum number of Attendees allowed,
excluding the Moderator.

Password: To configure whether a password is required to
join the meeting.

Wallpaper: It will usually increase the efficiency if the
wallpaper on the presenter’'s computer is removed.

VolP/Phone conference: Allow both the moderator and
attendees to use VolP and/or Telephone for the audio
conference. If the Toll-free setting is currently disabled,
you must contact the Account administrator to enable this
feature on the Customize screen.

Subject and Moderator's Name

The Subject, Company and Moderator name that will be
displayed on the Attendee Control Panel.

Default Attendees Access Rights

These are the access rights granted to Attendees by
default. The Moderator can grant or revoke the rights
during a meeting session as well.

Mouse/Keyboard Access: The right to remote control
the Moderator’'s computer by default.

File Transfer: The right to transfer files between the
Attendees and the Moderator.

Clipboard Sharing: Sharing the Moderator’s clipboard.

Remote Printing: The right to receive printout from the
Moderator to the Attendees’ local printer.

Note: “Phone Conference” can be:

e By PIN - Assign unique PINs to Moderator/Attendees to join a meeting by phone. This
unique PIN will be automatically generated and displayed on the Moderator/Attendee’s

control panel.

e By Meeting ID - Allow Moderator/Attendees to use the Meeting ID to join a meeting by
phone. This method also supports a “Phone Only” meeting. In other words, moderator
and attendees can hold a meeting by using phones only without using computers.

www.imintouchmeeting.com
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5. After clicking “Save”, a new meeting will be created. At the point, the email invitation box will be

displayed allowing the Moderator to invite Attendees prior to the meeting date/time. Please note

that the Moderator can, at any time, open the meeting parameter page of a scheduled or

adjourned meeting and use the invitation tool to invite Attendees prior to the meeting date/time.

The Moderator can also invite Attendees during a meeting session from the Presenter Control

Panel. Refer to the Quick Start Guide for more details about the Presenter Control Panel.

Meeting Created

Account name:

Meetings

History Users

== Back to meeting list

R telp St [ Logout

lori. danis oni@myisp.com

Save & Start Now == Save as template Save

Subject: Regional sales meeting

Dale: 2012-Aug-14 % Begin: 13.00 % End

Timeout: 30~ (min)
Meeting ID: 153-433-4194 (6-12)
Pazsw ord required o join: itmeeting
Remove host's deskiop w allpaper during session
Audio chat (WVolP) Aftendees start as muted

|| Phone conference by PN - [ | Toll-free

To: = Enter email address(es) separated by "" =

Bco: loridanisond@myisp.com

Time zone: Ezstern Time (US & Canada). Bogota, Lima (GM -

13:30 # Company: 01 Communigue Laboratory Inc

Moderator: Lori Danison

Max attendess: 15 -

Aftendee’s Access Rights:
[ | Mousa/Keyboard input
|| File fransfer

[ Clipboard sharing
|| Remots printing

You may invite attendees now or at
the Moderator Confrol Panel affer
you have started the meefing

Invite Mow!
Open my email client

Subject Regional sales meeting

Copy to other email clients

This is very similar to the email invitation operation

To quickly invite one or more Attendees:

To preview the invitation email before sending:
e Leave the text field blank.

Email Invitation Options

in the Presenter Control Panel. There are 4 modes:

e Enter the Attendees email addresses in the text field (separated by semi-colons).
e Click “Invite Now!” — an invitation email with a link to join your session will be sent.

e Click “Invite Now!” >> The Invite Attendee(s) by email window will open.
e Enter the email addresses of your targeted Attendees (separated by semi-colons) and click “Send”.

To invite Attendees using your own email program (e.g. Outlook, Lotus, etc.):

e Click “Open my email client”.

e Create a new email with the meeting information. Enter the email addresses of your targeted
Attendees and send the invitation the same way you are sending any normal email.

To invite Attendees using a non-compatible email program (e.g. Gmail, Yahoo, Hotmail, etc.):

e Click “Copy to other email clients” and then paste the content into the email client you will be using.

www.imintouchmeeting.com
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Phone only meeting

This feature allows both moderator and attendees to hold a meeting by using phones only, in other

words, computers are not required..
To create/schedule a “Phone only meeting” simply follow the steps below:

1. Access your I'm InTouch Meeting account (refer to the “Schedule a Meeting” section for details

about how to login and create a new meeting)
2. Click on the “New” link to create a new meeting.

3. Enable the “Phone conference” setting and select “by Meeting ID”. At this point, the phone
bridge number that both moderator and attendees must call in order to join the meeting will be
displayed.

4. Click “Save” to finish.

5. Call or send an email to your attendees providing them with the Meeting subject, starting time,

phone bridge number (and Toll-free number if set), Meeting ID and password (if any).

To start hosting a “Phone only meeting” simply follow the steps below:

1. Atthe time of the meeting, Call in to the phone number provided by the system at the time of the
meeting creation.

2. Enter the Meeting ID and the Meeting Account Password (moderators must always enter the
Meeting account password; attendees will enter the Meeting password only if it has been set by

the moderator when creating the meeting).
3. Say your name when prompted.

4. You will hear “You will now join the phone conference” At this point, you can start exchanging
ideas with your Attendees that may have already joined the meeting and were waiting for the
moderator.
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» Manage your Meetings
(Start, Adjourn, End, etc.)

After logging into your I’'m InTouch Meeting account, whether you are a Regular User, a Supervisor,
or the Account Administrator, a rich set of tools will be presented to you for managing your meetings.
Please note that you can only manage your own meetings if you are a Regular User but if you are a

Supervisor or the Account Administrator you can manage meetings hosted by other users as well.

1. Open an Internet browser and go to http://www.imintouchmeeting.com/.

2. Click the “Host a Meeting” button and enter your Login ID (Account name — assuming that you
are a Regular user), Password, select the “Schedule new meetings and manage my account”

option and click the “Go >>" button to access your I'm InTouch Meeting account.

D Inlpuch Host a Meeting

Meenng

Customer Service ‘ Technical Support \ User's Guide Sales: 1800 668 2185

2 Log i n © Schedule new meetings and manage my account
. . @ Quickly host an instant meeting
\ e \

Login ID (email)

lori.denison@myisp.com

Password

Forqot your password?

ol Software solutions Contact Us | Privacy Policy | Terms of Use /M

1 Communique * A leader in Rer

Copyright 1992-2012© 0
'm InTouch Meeting is protected under U.S. P

3. You can select a meeting and end it, adjourn it, put it on-hold, or resume it. You may also

modify the parameters of a meeting, invite Attendees, or start a scheduled meeting.
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Meeting List

s ey
by 2‘7==~.,/.5~;-,fau== v R vep Sherint [ Logout

[ Account name: lori.denizen@r

My Account  Customize

Resume Refresh Start=> Total: 1 Previous Page1of1 Next Instant meeting New
[] Meeting e Jeeting ID Status Scheduled by ¥ Date / Time Max
[[] Recicnal sales meeting 010-690-4518  Scheduled Lori Denison 2011-Apr-29 08:00 -EST 15

» Manage your History log

After logging into your I’'m InTouch Meeting account, whether you are a Regular User, a Supervisor,
or the Account Administrator, a rich set of tools will be presented to you for managing your meeting
history log. Please note that you can only manage the history log of your own meetings if you are a
Regular User. If you are a Supervisor or the Account Administrator you can manage the history log
of the meetings hosted by other users as well. To do so, simply:

1. Open an Internet browser and go to http://www.imintouchmeeting.com/.

2. Click the “Host a Meeting” button and enter your Login ID (Account name — assuming that you
are a Regular user), Password, select the “Schedule new meetings and manage my account”

option and click the “Go >>" button to access your I'm InTouch Meeting account.

@lnTguchl Host a Meeting

Customer Service | echnical Support | User's Guide

Sales: 1800 668 2185

Log i n © Schedule new meetings and manage my account
@ Quickly host an instant meeting

Login ID (email)
lori.denison@myisp.com

Password

Forgot your password?

Contact Us | Privacy Policy | Terms of Use

55

www.imintouchmeeting.com
Copyright © 2000-2012 — 01 Communique. All rights reserved.


http://www.imintouchmeeting.com/

hilouch

Meetling User’s Guide

3. Click “History” to open the history log.

Meeting History

B S U ' . -

Sort by ILastsdar‘t -] scheduled by [ == vigw all = = FHer S rint Logout

| Account name:  leri.denizon@myizp.com |

Meetings i V Users My Account  Customize
Eemove Re-open  Refresh Total:1 Fage 10f1 Apply
[T Meeting subject Meeting ID  Scheduled by ¥ Last start Dur Mesting subject:
[~ Eoad show #2 123-515-5112  Lori Denison 2009-5ep-1910:30 112 | |

(JHostzd = ¥ | 1]timets)
D Aﬂendee(s

() Display all
D Today

D Yesterday
O Last7 days
O Last 30 days
D Date range:

Z011-Apr-29

Copryright © 2000-2011 - 01 Communigue Contact Uz | Privacy Palicy | Terms of Lse
I'tm InTouch Meeting is protected by LS. Patent Mumbers 6 925 473 & 6 933 076
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» Manage your User Information

After logging into your I'm InTouch Meeting account, whether you are a Regular User, a Supervisor,

or the Account Administrator, a rich set of tools will be presented to you for managing your user

information such as login name and password. Please note that you can only manage your own

user information if you are a Regular User. If you are a Supervisor or the Account Administrator you

can also manage the user information of others. To do so, simply:

1. Open an Internet browser and go to http://www.imintouchmeeting.com/.

2. Click the “Host a Meeting” button and enter your Login ID (Account ame — assuming that you are

a Regular user), Password, select the “Schedule new meetings and manage my account” option

and click the “Go >>” button to access your I'm InTouch Meeting account.

@ Inilpuch

Customer Service ‘ echnical Support

| User's Gulde

Login

Host a Meeting

Sales: 1800 668 2185

© Schedule new meetings and manage my account
@ CQuickly host an instant meeting

Login ID (email)
lori.denison@myisp.com

Password

Go >>

3. Click “Users” to open the user information page.

Contact Us | Privacy Policy | Terms of Use

Meetings History

First pame: I Lori
=T IDenison
zer type: I Regular user - I

Account name:

Etmdil address: I lori.denison@@myisp.com

Forqot your password?

1

Usage Statistics

=Ewor I sarazres

Confirm passsword Iaaaaaau

[8-12 cha

Mote: | Lori Denizon iz a regular - she fa

regional sales manager,

? Help @ Frint Logout
lori.denizon@myisp.com
Save
Status: Online )
Create on: 2009-Feb-20
Last login: 2009-Mow-09 09:30
Last logout: 2009-Powe-0911:47
Last hosting: 2009-Mor-09 0932
cters) Total meeting sessions: &
Total meeting time: Gdh 26m
Total serverusage: 253h18m
Scheduled meeting(s): 3 (Current)

26 (Dismizsed)
N

User Information

Clicking “Save” will update the user
information. Please note the
following:

1. “User type” cannot be changed —
it can only be changed by the
Administrator or a Supervisor.

2. Changing the email address will
also change the Login Name at
the same time.
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» Temporary Host Application
The Temporary Host Application is downloaded onto the Moderator's computer when an I'm InTouch
Meeting session is started. It manages all aspects of the meeting session such as the Presenter
Control Panel. For your convenience, the Temporary Host Application is designed to stay on the
system tray of the Moderator’'s PC after an I’'m InTouch Meeting session is ended. This allows the
Moderator to easily schedule or start another instant I'm InTouch Meeting session without having to

manually launch the browser and operate from the www.imintouchmeeting.com page. The

Temporary Host Application will do these steps automatically.

Note:

The Temporary Host Application and the Temporary Attendee Application is exactly the same. We
call it differently so that it is easier for first-time users or occasional users to understand. Please
refer to the “Temporary Attendee Application” chapter in the “Advanced Features (Meeting
Attendees)” section for more details.

(We recommend leaving this Temporary Host/Attendee Application on your PC if you plan to host (or
Jjoin) another I'm InTouch Meeting sessions in the future. It is also very useful if you have adjourned
an I'm InTouch Meeting session and want to quickly resume the meeting. The application does not
consume any Internet bandwidth or CPU of your computer when it is not in use. However, you can

also easily remove it by using Windows’ Add or Remove Programs at the Windows control panel.)
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Schedule a meeting from the Temporary Host Application and preference settings:

Host Jain

Integration:
r

Internet Connection:
[T Use a proxy server

Cloze

OK | Help

I'm InTouch Meeting ==l
Join Preferences l“THHE.!;!
<
Accourt name (email):
“ 5 Mat s 'm InTouch Mesting subscriber
[~ Remember this accourt yet? Learn Wore
‘Password: Click here to subscribe MOV
Forgot your password?

¥ Schedule a meeting Exit
™ Host an instant mesting

Login Help Claze
I'm InTouch Meeting <

Hest an Instant Meeting
Join a Meeting

Preferences

Instal| Remnote Printer

=5 @ 1101 M

Preferences Settings

MS-Outlook Integration: Select and press OK will
place an I'm InTouch Meeting toolbar on your MS-
Outlook so that you can host or join an I'm InTouch
Meeting session from within your MS-Outlook.

Internet Connection: Under normal circumstances,
you do not need to configure this. This is only required
in a complicated corporate IT environment where
Internet connection is done through a sophisticated
Internet proxy server. In this case, consult your IT
Manager about how to fill-in this information.
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6. Advanced Features (Meeting Attendees)

» Attendee Viewer Panel Toolbar

The Attendee Viewer Panel Toolbar provides many advanced features for an Attendee to operate

during an I’'m InTouch Meeting session:

L%

@ ¢ & Olg | & /

298-380-6225

=olx]

Display the Meeting ID

Select Color

Allow to select the color for the chat and drawing.

e Freehand Whiteboard

o Arrow
e None

Close / Open the Attendee List

This will close or open the Attendee List box on
the Attendee Control Panel (default = open). This
button will not be shown if this Attendee does not
have the “Attendees Viewing” access right.

Close / Open the Chat Window

This will close or open the chat box on the
Attendee Control Panel (default = open). This
button will disappear if this Attendee does not
have the “Chat” access right.

« Fit Window (default) diemnliiedes

e Full Screen*
e Actual size

Other Options

Refer to the next section for detailed descriptions
of each menu option.

Refresh the Screen

Use this option in case there is Internet delay.

Leave the Meeting

Same as clicking the @l button on the Attendee
Control Panel

* In the Full Screen viewing mode, the “pings  ={d Iﬁ “are used to display / release the toolbar.

www.imintouchmeeting.com
Copyright © 2000-2012 — 01 Communique. All rights reserved.

60




D Inlouch

Meeling

User’s Guide

Other Options on the Toolbar

@ @ (2)0 s & /7 &

oix

Wiewing Modes k

Local Input

Ehow Rermote Cursor

Wi'hiteboard k

R SN N

Attendees List

Select Colar 2
¥ Chat

File Transfer

Audio Settings

Befresh

Disconnect

Viewing Modes

Viewing modes: ¥ Full Screen 3
Similar to the button on the toolbar, this allows you o

to select among Fit Window, Full Screen, and Fit Window
Actual Size viewing modes. Lctual Size

Please note that the Full Screen mode has 2

flavors:

1. Best View (default): This will maximize the v Best Yiew
screen size for viewing but you may have to B )
scroll vertically or horizontally depending on LG
the screen size/orientation of your screen as
compared to that of the presenter’s.

2. Fit All Sides: This ensures no scrolling by
scaling everything to fit into your screen.

/

Show Remote Cursor
Turn on/off the display of the mouse cursor on the Moderator’s screen. By

default it is on.

Whiteboard

Select among Free Hand, Arrow, or canceling the tool. ¥ | Freehand
Apron

MNone

Other Tools

Attendees List: Open/Close the list on the Attendee Control Panel
Select Color: Select your preferred color for drawing and chatting

Chat: Open/Close the chat window on the Attendee Control Panel

File Transfer: Transfer file(s) to Moderator/Attendee(s)

Audio Settings: Adjust the mic/speaker levels and allow switching

from VolP to Phone bridge and vice versa

Refresh: Same as the e button on the toolbar

Leave the Meeting

Same as clicking the @ button on the Attendee Control Panel

www.imintouchmeeting.com
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» Temporary Attendee Application
The Temporary Attendee Application is downloaded onto an Attendee’s computer when he/she joins
an I'm InTouch Meeting session. It manages all aspects of the meeting session such as the
Attendee Control Panel. The Temporary Attendee Application is designed to stay on the system tray
of the Attendee’s computer after he/she has left the meeting. This allows the Attendee to easily join
another I'm InTouch Meeting without having to manually open the browser and join from the

www.imintouchmeeting.com page. He/she does not need to look for the original invitation email too.

The Temporary Attendee Application will do these steps automatically.

Note:

The Temporary Attendee Application and the Temporary Host Application is exactly the same. We
call it differently so that it is easier for first-time users or occasional users to understand. Please

refer to the “Temporary Host Application” chapter in the “Advanced Features (Meeting Moderator)”

section for more details.

(We recommend leaving this Temporary Attendee Application on your PC if you plan to join (or host)
another I'm InTouch Meeting sessions in the future. ltis also very useful if you have accidentally left
a meeting and want to quickly rejoin the meeting. The application does not consume any Internet

bandwidth or CPU of your computer when it is not in-use. However, you can also easily remove it by

using Windows’ Add or Remove Programs at the Windows control panel.)
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Join a meeting from the Temporary Attendee Application and preference settings:

I'm InTouch Meeting (=

Inlguch

Meeting IC: Pazzword:

. You do not need an 'm InTouch
First name: subscription to join & meeting.
| ‘Want to host & meeting? Learn more
Last name:

Click here to try it FREE!

| Click here to sub=cribe MOV
[~ Remember info (except pazsword)

Jain Help Cloze

I'm InTouch Meeting

Host Jain

Integration:
r

Internet Connection:
[T Use & proxy server

Ok | Help Cloze

Schedule Meetings
Hosk an Inskant Meeting
Join a Meeting

Prefergnces
Install[Remoke Printer

Exit

Preferences Settings

MS-Outlook Integration: Select and press OK will
place an I'm InTouch Meeting toolbar on your MS-
Outlook so that you can join an I'm InTouch Meeting
session from within your MS-Outlook.

Internet Connection: Under normal circumstances,
you do not need to configure this. This is only required
in a complicated corporate IT environment where
Internet connection is done through a sophisticated
Internet proxy server. In this case, consult your IT
Manager about how to fill-in this information.
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7. FAQs

» Getting Started

What is I'm InTouch Meeting?
I'm InTouch Meeting is a remote meeting solution that allows you to share your desktop with up to 15

attendees to conduct online meetings, presentations and training sessions.

Is there a free trial available for I'm InTouch Meeting?

Yes, you can sign-up for a FREE 30-day trial of I'm InTouch Meeting at www.imintouchmeeting.com.

How can the Moderator begin hosting a meeting?

To begin hosting a meeting:

Go to www.imintouchmeeting.com.

Click the “Host a Meeting” button.

Enter your Login ID (Account name) and Password.
Select the “Quickly host an instant meeting” option.
Click the “Go >>" button.

o~ wbd PR

How do attendees join my meeting?
Attendees can join your meeting from the link in the invitation email you have sent them. They can

also click the "Join" button from www.imintouchmeeting.com and then enter the Meeting ID you have

provided.

What is the maximum number of attendees that can join a meeting?

You can invite up to 15 attendees to join your meeting.

What are the system requirements for I'm InTouch Meeting?

o Windows XP (32/64-bit), 2003 Server, Vista (32/64-bit) or Windows 7 (32/64-bit)
e  Minimum Pentium 233 with 512MB of RAM
e Internet Explorer 6.0 or later (Java and Javascript enabled); Mozilla Firefox 2.0 or later

e High-speed Internet connection (e.g. cable modem, DSL, T1, T3, HSPA, HDSPA etc.)
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e Mic/speaker compatible with your OS (for VolP communication)

Can | password protect my meetings?

Yes, you can set a password when scheduling a meeting or when modifying an adjourned meeting.

Can attendees use a PDA wireless device to join a meeting?

No, currently attendees can only join a meeting from a PC.
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» Using I'm InTouch Meeting

Can the Presenter transfer files to the meeting attendees and vice-versa?
Both the Presenter and Attendees can send files to any or all of the meeting's participants using the

File Transfer feature.

How can | end the meeting?
Click the “Close” button to end the meeting. When the meeting is ended, it can either be terminated

(moved to the History log) or adjourned (can be restarted later).

How does the remote printing feature work?

The remote printing feature allows the Presenter to send files to the local printers of the meeting
attendees. The Presenter simply selects the "I'm InTouch Remote Printer" from the document's print
dialog and the Attendees will have the option of printing the document using their local printers. If
the "I'm InTouch Remote Printer” is not installed, right-click on the meeting icon in the Windows

system tray and select “Install Remote Printer”.

How can | set the access rights for my meeting's attendees before the meeting starts?

When scheduling a meeting the Moderator can set the Attendee's access rights which include:

e Mouse and keyboard input (ability for the Attendee to control the Moderator’s computer)

o File transfer (the Attendee will be able to transfer files to any participant)

o Clipboard sharing (ability to copy/paste text between the Moderator and Attendees’ screens)

o Remote printing (ability for Attendees to print locally documents in the Moderator’'s machine)

How can | enable/disable the mouse and keyboard input for the meeting attendees before and
during the meeting?

Before the meeting starts:

When scheduling a meeting or when modifying an adjourned meeting, the Moderator can configure

the Attendee’s access rights, including the mouse/keyboard input.

During the meeting:

From the Attendee(s) List section on the Moderator Control Panel, select the Attendee’s name that

you want to enable the mouse and keyboard input. Click on the “mouse/keyboard input access
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right” button to enable it. All the access rights buttons are located at the bottom of the Attendee(s)

List section.

How can | start/stop sharing my desktop with the meeting attendees?
As the Moderator, you can start or stop sharing your desktop with meeting attendees by clicking the

Play and Stop buttons located in the Moderator Control Panel.

How can | enable/disable the Attendee's access rights during the meeting?
From the Attendee(s) List section on the Moderator Control Panel select the attendee’s name whose
access rights you want to modify. Click on the Attendee’s access rights button that you want to

enable/disable. The access rights buttons are located at the bottom of the Attendee(s) List section.

www.imintouchmeeting.com 67
Copyright © 2000-2012 — 01 Communique. All rights reserved.



D Inlouch

Meetling User’s Guide

» Meeting Administration

What do the different meeting statuses mean?
Scheduled:
New meeting created

Adjourned(i):
Meeting ended but left open for future use. ("i" = number of times the meeting has been used)

On-hold:
The meeting is temporarily paused, neither the Moderator or Attendees can join.

In progress(n):
The meeting has started. ("n" = number of Attendees that have joined the meeting)

Waiting (i):
Attendees have joined the meeting but are waiting for the Moderator to join. ("i* = number of
Attendees waiting)

How can | schedule a meeting?

1. Go to www.imintouchmeeting.com.

2. Click the "Host a Meeting" button.

3. Enter your Login ID (Account name) and Password.

4. Select the "Schedule new meetings and manage my account" option.
5. Click the "Go >>" button.

6. Click the "New" link

7. Enter the meeting information and click the "Save" button.

Or

1. Right click on the I'm InTouch Meeting icon in your Windows system tray and select "Manage

meeting and my account".
2. Enter your Login ID (Account name) and Password.
3. Click the “Login” button.
4. The meeting list webpage will open.

5. Click the “New” link.
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6. Enter the meeting information and click the "Save" button.

How can | customize the meeting invitation email?
Login to your I'm InTouch Meeting account and select the "Customize" tab. Once you have finished

customizing the invitation email, click "Save".

How can | send out the meeting invitation email?

There are 2 places from which you can send the meeting invitation email:

e After scheduling a meeting, on the bottom part of the screen you can enter the email addresses
of the people you want to invite. Then click the “Invite Now!” button to send the email via our I'm
InTouch meeting server. Alternatively, you can click the “Open my email client” button to open

your local email client and place the content of the invitation email in a new email.

e After starting a meeting, the Moderator can send invitation emails from the I'm InTouch Meeting
control panel. In the "Invite Attendee(s)" section, click the "By email” tab. Here you can enter the
email address(s) of the people you want to invite and then click on “Invite Now!” to send the

email via our I'm InTouch meeting server. Alternatively, you can click the “Open my email client

button to open your local email client and place the content of the invitation email in a new email.

How can | view archived meetings?

Log in to your account and click on the "History" tab.

How can | change my login information?
e |If you are a Regular User, login to your account and click on the "Users" tab. Change the email

address and/or password and then click "Save".

e If you are a Supervisor, login to your account and click on the "Users" tab. Click on your User

name and change the email address and/or password and then click "Save".

o If you are the Administrator, after logging in to your account, click on the "My Account" tab and

select Login Info. Change the email address and/or password and then click "Apply".

How can | add users?
The account Administrator and Supervisors can add users by logging in to their account and then

clicking on the "Users" tab. Click on “New” and enter the required information and save.
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Can | change the Meeting ID?
No, the Meeting ID is a random number generated automatically every time you create a new

meeting.

www.imintouchmeeting.com 70
Copyright © 2000-2012 — 01 Communique. All rights reserved.



D Inlouch

Meetling User’s Guide

» Pricing & Billing

How can | subscribe to I'm InTouch Meeting?
e At any time during the trial or after the trial ends, the Administrator can log into the I'm InTouch

Meeting online account and click on the Subscribe NOW! link in order to subscribe.

e For those who want to subscribe without signing up for a trial first, go to

www.imintouchmeeting.com and click the Buy Now button.

How can | add more licenses to my account?
e If you are a subscriber, as the Administrator you can login to your account and click on the “My
Account” tab. The License(s) screen will open and you can enter the number of licenses you

want and then click “Continue” to proceed with purchasing the new licenses.

¢ During the trial, you must contact Customer Services in order to get more trial licenses

How does the Sharable License system work?
Unlike other online meeting solutions that require you to subscribe to 1 license for each employee
that will be hosting online meetings, with I'm InTouch Meeting you only need to subscribe to the

number of licenses that will ever be used at the same time.

The Sharable License Model means your employees can share your organization's I'm InTouch
Meeting licenses. If your company has 50 employees who will be conducting online meetings, but
only 10 meetings will ever be held at the same time, you only need to subscribe to 10 licenses. Plus,
each employee can still have his/her own unique user name and password allowing administrators

to accurately track individual usage.

How much does I'm InTouch Meeting cost?

Go to http://www.0lcom.com/imintouch-online-meeting/price-comparison/

How can | cancel my subscription?

You need to contact us to cancel your subscription.
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8. Support

» Emalil
help@0lcom.com

» Phone
(905) 795-8166 (Monday to Friday 9am — 6pm ES)
(800) 668-2185 (for US/Canada only)

» Fax
(905) 795-0101 (Attention: I'm InTouch Meeting technical support)

» Download this User’s Guide

http://www.0lcom.com/imintouch-online-meeting/fags/
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