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Overview

BtL Audio Conferencing combines reliable, easy-to-use conferencing services that are perfectly
tailored to meet your business requirements, with a highly competitive price. No conference istoo big
or too small.

Audio Conferencing is an economic and efficient alternative to face-face meetings. In today’s
business world, where decisions need to be made quickly and involve people from many locations,
audio conferencing is an essential tool. Whetherit’'s for regular team / project meetings or impromptu
meetingsto discussissues/ developments, Audio Conferencing is the solution.

Getting Started — Ordering Service

To allow you to make conference calls whenever, and
from wherever, you desire simply contact BtL and
request a conferencing PIN. Requesting PINs couldn’t
be easier. Simply call BtL on 0845 450 2100.

You will need to be able to provide us with the
chairperson’s name and email address, how you would
like the service setup and how you would like the service
to appear on you BtL invoice.

The hilling options are; as a line on an existing office account, as a line on separate ‘branch/office’ or
as a separate invoice. If you do not already have a BtL account we will also require additional details
and an order form to set this up.

BtL will then email you your Chairperson and Participant PIN within 1 hour.

Pricing

There isa £10 setup charge foreach PIN (negotiable for volume). Conference calls cost just 4.95
pence per minute for each participant. For example, a conference with 10 people where all joined the
conference forexactly 1 hour would cost 10 x £0.0495 x 60 = £29.70. Try comparing that to the cost
of 10 people travelling to the same location for a 1 hour meeting and youll understand why audio
conferencing makes such sound business sense!

Operator Assisted Conferences are charged at 7.95 pence per minute for each participant. Operator
Assisted Conferences allow a wide range of enhanced services, including recorded conferences,
Q&A, voting etc.

Configuration Options

Local /0800/ 0845 /0871 Number
The standard service offering is foreveryone to call into an ordinary 01452 number. BtL can also

setup a 0800/ 0845 /0871 number unique to your company. If you are interested in these options
please discuss them with your account manager.

International Numbers
BtL can provide free phone numbers from most location in the world. However, most customers find
thatitis more economic to simply call the local UK number from abroad.
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Until the Chairperson Joins

As a standard all conference participants hear music until the Conference Chairperson joins. This
provides good seculity against anyone using your conferencing account while you — the Chairperson
— are absent. Ifitis preferred this can be changed so that participants can talk to each otherin the
conference prior to the Chairperson joining.

Joining the Conference

As standard all participants are asked to record their name before they join a conference.Thisisread
out to the conference asthey enter the conference and also when they leave the conference.
Optionally this can be changed so that a tone is played when participants enter / leave. A further
option isto have no tone or announcement.

To Join a Conference — as the Chairperson

Dial the access number — 01452 560 967. When answered, enter your Chairperson PIN followed by
the # key. You will then be asked to record your name, followed by the # key. You are then placed
into the conference.

To Join a Conference — as a Participant

Dial the access number — 01452 560 967. When answered, enter your Participant PIN followed by
the # key. You will then be asked to record your name, followed by the # key. You are then placed
into the conference.

Once inaconference
The following commands are available while in a conference.

*0 Chaimperson Only - Operator Request
*5 Chaimperson Only - Mute all participants.
*6 Participant Mute — useful when you are calling fom a

noisy location and the phone you are calling from does not
have a mute button.

*7 Chaimperson Only - Conference Lock/ Unlock. This stops
people joining the conference afterit has started.

*8 Chaimperson Only - Roll Call

Recording Conferences

BtL has a unique approach to recording conference calls. If you would like to be able to record calls
then we will setup a special access number for your company. The chairperson will then dial this
numberto enter the conference.

After the call you will then be able to download a wav file of the recording. Recordings are available
for 7 days after the conference. The cost for this service is £60 setup and £10 per month. There is
also an additional charge of 4ppm for the chairperson’s call. There isno charge for downloading the
recordings and storing them on our platform for 7 days.
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