Reservationless-Plus®
Record & Playback

Sometimes it is impossible to bring everyone together for a conference, so we have
features that let you archive your conference for people who are unable to attend your
meeting. Record & Playback digitally records your Reservationless-Plus conference call
for participants who were unable to attend or for those who would like to listen to it again.
For easy, 24/7 availability, the recording can be accessed on the Internet or by dialing a
toll-free number. You may also purchase a CD, downloadable link or a transcription of
your recording.

Record a Conference Call

Use these step-by-step instructions to successfully record your conference call to ensure
everyone receives your message.

STARTING A RESERVATIONLESS-PLUS CONFERENCE CALL

1  Give your participants the date and time of your conference call, your dial-in

number, conference code and security passcode, if this option is enabled.

At the specified time, dial your Reservationless-Plus dial-in number.

When prompted, enter your conference code followed by #.

4 When prompted, press * to identify yourself as the leader, then enter your leader
PIN followed by #.

5 Press 1 to begin your conference or press 2 to change your default conference
options.

6  If the security passcode option is enabled you will be prompted to enter the
passcode at this time.
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Participants join your conference by following steps 2 and 3 above.

STARTING A RECORDING

1 Once your conference begins, press *2 on your telephone keypad to start a
recording.

2 When prompted, press 1 to confirm that you would like the recording to begin.

3 Your conference is being recorded once you hear, 'The conference is now being
recorded.’

ENDING A RECORDING

1 Press *2 to end your recording.

2 When prompted, press 1 to confirm that you would like the recording to end.

3 Your recording will end once you hear, 'This conference is no longer being
recorded.’
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Playback a Recording

Detailed playback instructions will be automatically emailed to you within one hour after
the end of your conference. You can choose to playback your recording over the Internet
or by telephone. Your recorded conference is available for playback for a period of 30
days.

PLAYBACK KEYPAD COMMANDS

Fast forward 30 seconds

Rewind 30 seconds

Pause 30 seconds (or until any key is pressed)
Exit recording
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