
N
ortel N

etw
ork

s
In

tegrated
 C

on
feren

ce B
rid

ge

T
u

torial

S
tandard

V
ersion 1.00
July 2004



N
ortel N

etw
orks Integrated C

onference B
ridge

2

N
ortel N

etw
ork

s In
tegrated

 C
on

feren
ce B

rid
ge

O
verview

N
ortel N

etw
orks Integrated C

onference B
ridge (IC

B
) allow

s users to schedule and adm
inister m

ultiple, 
sim

ultaneous conference calls.

S
et up and m

anage a conference on the IC
B

 in one of the follow
ing w

ays:

�
U

se the B
row

ser U
ser Interface (B

U
I)

�
U

se the M
icrosoft®

O
utlook®

U
ser Interface

�
U

se the T
elephone U

ser Interface (T
U

I)
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B
row

ser U
ser In

terface (B
U

I)
A

ccessin
g th

e B
U

I

1.
O

pen M
icrosoft Internet E

xplorer ®
or N

etscape N
avigator®

.

2.
E

nter the U
R

L
 of the B

U
I in the brow

ser�s address bar.

3.
C

lick the L
O

G
IN

button.

4.
L

og in to IC
B

.

�
If you are logging in to schedule a new

 conference or attend a conference, enter your IC
B

 U
ser 

N
am

e and passw
ord.

�
If you are logging in as chairperson for a conference, enter the

chairperson access num
ber, and 

passw
ord if required. T

his is the sam
e inform

ation that you w
ould dial if you w

ere accessing the 
conference from

 a telephone.

5.
C

lick O
K

. 

T
he C

on
feren

ce L
ist

w
indow

 opens (see next slide).
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B
row

ser U
ser In

terface (B
U

I)
C

on
feren

ce L
ist w

in
d

ow

553-A
A

A
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B
row

ser U
ser In

terface (B
U

I)
S

ch
ed

u
lin

g a con
feren

ce

1.
C

lick the N
ew

 C
on

feren
ce

button in the C
on

feren
ce L

ist
w

indow
. 

T
he S

ch
ed

u
le a N

ew
 C

on
feren

ce
w

indow
 opens.

553-A
A

A
1408
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B
row

ser U
ser In

terface (B
U

I)
S

ch
ed

u
lin

g a con
feren

ce (cont.)

2.
D

efine G
en

eralinform
ation for the conference.

a)
E

nter the S
u

b
ject

of the conference (up to 20 characters).

b)
S

elect the N
u

m
b

er of p
articip

an
ts

from
 the drop-dow

n list.

c)
S

elect the date from
 the drop-dow

n lists beside S
elect D

ate. 
i.

C
lick F

ree P
orts

to see if enough ports are available on the selected date, and adjust
the date and/or num

ber of participants if required.
ii.

C
lick C

lose.

d)
E

dit the C
h

airp
erson�s nam

e (up to 20 characters), if necessary.

3.
S

et the T
im

e
for the conference.

a)
S

elect the S
tart tim

e
from

 the drop-dow
n lists.

b)
S

elect the D
u

ration
of the conference from

 the drop-dow
n list.

4.
D

efine the A
ccess N

u
m

b
ers

for the conference.
�

If you are not setting up a recurring conference, select A
u

tom
atically assign

ed
.

�
If you are setting up a recurring conference, select C

h
oose a n

u
m

b
er

and select a num
ber pair 

from
 the drop-dow

n list. T
he first 4-digit num

ber is the access num
ber for the conference 

participants; the second is the access num
ber for the chairperson.
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B
row

ser U
ser In

terface (B
U

I)
S

ch
ed

u
lin

g a con
feren

ce (cont.)

5.
T

o set or cancel passw
ords that the participants and chairperson

m
ust use to access the conference:

a)
C

lick O
p

tion
s.

b)
F

or the U
ser P

assw
ord

used by the participants:

�
S

electN
o p

assw
ord

if no passw
ord is required.

�
S

electA
u

tom
atically assign

ed
 p

assw
ord

to let the the system
 select the passw

ord.

�
S

electD
efin

e a p
assw

ord
and enter a  num

eric passw
ord 4 to 8 digits long.

c)
F

or the C
h

airp
erson

 P
assw

ord
:

�
S

electN
o p

assw
ord

if no passw
ord is required.

�
S

electA
u

tom
atically assign

ed
 p

assw
ord

to let the the system
 select the passw

ord.

�
S

electD
efin

e a p
assw

ord
and enter a  num

eric passw
ord 4 to 8 digits long.

d)
C

lick C
lose.
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B
row

ser U
ser In

terface (B
U

I)
S

ch
ed

u
lin

g a con
feren

ce (cont.)

6.
If you are scheduling a recurring conference:

a)
C

lick O
p

tion
s.

b)
S

elect R
ecu

rren
ce

in the R
ecu

rren
ce

section.

c)
S

elect the recurrence interval from
 the R

ecu
r E

very
drop-dow

n list.

d)
S

elect the num
ber of recurrences from

 the E
n

d
 after

drop-dow
n list.

e)
C

lick V
erify

to m
ake sure the num

ber of ports are available on the dates chosen.

f)
C

lick R
etu

rn
.

g)
C

lick C
lose.
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B
row

ser U
ser In

terface (B
U

I)
S

ch
ed

u
lin

g a con
feren

ce (cont.)

7.
T

o set G
eneral O

ptions for the conference:

a)
C

lick O
p

tion
s.

b)
S

elect how
 the system

 indicates the arrival and departure of participants from
 the In

d
ication

 for
en

try an
d

 exit
drop-dow

n list. 

c)
S

elect a L
an

gu
age

to be used for voice prom
pts in the conference from

 the drop-dow
n list.

d)
S

elect A
d

d
 p

orts if n
eed

ed
if you w

ant the system
 to add ports if the num

ber of actual 
participants exceeds the num

ber of ports you booked (optional).

e)
S

elect K
eep

 on
e p

ort for ch
airp

erson
if you w

ant one port to be reserved for the chairperson 
only (optional).

f)
C

lick C
lose.

8.
C

lick S
et C

on
feren

ce.

T
he C

on
feren

ce D
etails

w
indow

 opens, indicating your conference w
as booked successfully. 

R
em

em
ber the access num

bers and passw
ords, as you w

ill need them
 to access the conference.

9.
C

lick O
K

.
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B
row

ser U
ser In

terface (B
U

I)
E

d
itin

g a con
feren

ce

1.
In the C

on
feren

ce L
ist

w
indow

, click the        icon for the conference you w
ant to edit.

2.
E

dit the conference details as required (see the S
ch

ed
u

lin
g a con

feren
ce slides starting on slide 5). 

N
ote:

S
om

e of the details cannot be edited. T
he system

 does not allow
you to m

ake changes in those
fields.

3.
C

lick S
et C

on
feren

ce
w

hen you are finished editing.
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B
row

ser U
ser In

terface (B
U

I)
D

eletin
g a con

feren
ce

1.
In the C

on
feren

ce L
ist

w
indow

, click        for the conference you w
ant to delete.

2.
C

onfirm
 the deletion in the pop-up confirm

ation w
indow

, as follow
s:

�
F

or a one-tim
e conference, click O

K
.

�
F

or a recurring conference, do one of the follow
ing:

�
T

o delete just the selected occurrence of the series, select S
elected

 In
stan

ce O
n

ly.

�
T

o delete the selected instance and all the other conferences in
the series, select In

clu
d

e 
F

ollow
in

g.
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B
row

ser U
ser In

terface (B
U

I)
M

an
agin

g a con
feren

ce in
 p

rogress (ch
airp

erson
 on

ly)

1.
L

og in to IC
B

 using the chairperson access num
ber and chairperson passw

ord (if required) from
 the 

C
on

feren
ce D

etails
w

indow
.

2.
In the C

on
feren

ce L
ist

w
indow

, click            for the conference.

T
he C

on
feren

ce C
all M

an
ager

w
indow

 opens. A
ll activities in this w

indow
 are optional.

553-A
A

A
1412
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B
row

ser U
ser In

terface (B
U

I)
M

an
agin

g a con
feren

ce in
 p

rogress (ch
airp

erson
 on

ly) (cont)

!
U

se the C
on

feren
ce

section to m
anage the conference itself.

�
C

lick A
d

d
 15 m

in
u

tes
to add 15 m

inutes to the conference.

�
C

lick L
ock

to lock the conference, preventing additional callers from
 joining. C

lick U
n

lock
to 

unlock the conference so additional callers can join.

�
C

lick S
ession

 M
an

agem
en

t
to hold a vote or have a question-and-answ

er session.

!
U

se the C
h

airp
erson

section to m
anage your status.

�
C

lick M
u

te
to m

ute yourself. C
lick U

n
m

u
te

to unm
ute

yourself.

�
C

lick S
top

 M
u

sic
to turn off the m

usic that plays w
hen only one person is in the

conference. 
C

lick S
tart M

u
sic

to turn the m
usic back on.

�
C

lick V
olu

m
e C

on
trol

to adjust your listening or speaking volum
e.

�
C

lick R
elease

to release chairperson control. A
nother person can then gain chairperson control by 

logging in to IC
B

 w
ith the chairperson access num

ber and passw
ord.
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B
row

ser U
ser In

terface (B
U

I)
M

an
agin

g a con
feren

ce in
 p

rogress (ch
airp

erson
 on

ly) (cont)

!
U

se the P
articip

an
ts

section to m
anage the status of everyone else in the conference.

�
C

lick C
ou

n
t &

 an
n

ou
n

ce
to announce the total num

ber of participants in the conference.

�
C

lick M
u

te allto m
ute everyone. C

lick U
n

m
u

te
allto unm

ute
everyone.

�
C

lick D
iscon

n
ect allto disconnect everyone except yourself (the chairperson).

�
L

ook at (# atten
d

in
g -

# in
vited

)
to see how

 m
any ports w

ere reserved and how
 m

any are actually 
being used.

�
T

o m
ake a private call outside of the conference:

1.
D

o one of the follow
ing:

�
S

elect A
d

d
 a P

articip
an

t, and enter a telephone num
ber to call a person (or persons) 

outside of the conference.

�
S

elect A
d

d
 a G

rou
p, and select the call-out group from

 the drop-dow
n list to call a 

pre-defined group.

�
S

elect C
all assistan

t
to place a call through the C

all A
ssistant.

2.
C

lick D
ial.

3.
T

o com
plete the call and return to the conference, do one of the follow

ing:

�
S

elect R
etu

rn
 w

ith
 called

 p
arty

to return to the conference and add the called party to 
the conference.

�
S

elect R
etu

rn
 w

ith
ou

t called
 p

arty
to return to the conference. T

he called party w
ill 

not be added to the conference.
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B
row

ser U
ser In

terface (B
U

I)
M

an
agin

g a con
feren

ce in
 p

rogress (ch
airp

erson
 on

ly) (cont)

!
U

se the P
articip

an
t L

ist
section to m

anage the status of individual participants.

�
E

nter details about the participants, such as their nam
es, in the D

etails
field.

�
C

lick C
on

su
lt

to have a private conversation w
ith the participant. C

lick E
n

d
 C

on
su

ltation
to 

return to the conference.

�
C

lick M
u

te
to m

ute the participant. C
lick U

n
m

u
te

to unm
ute

the participant.

�
C

lick         to play the nam
e of the participant as recorded w

hen the person joined the conference.

�
C

lick       to disconnect the participant.

�
C

lick V
olu

m
e to adjust the listening and speaking volum

e of the participant.
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M
icrosoft O

u
tlook

 U
ser In

terface
S

ettin
g u

p
 IC

B
 in

 M
icrosoft O

u
tlook

1.
A

sk your M
icrosoft O

utlook adm
inistrator for the nam

e of the IC
B

form
.

2.
O

pen M
icrosoft O

utlook.

3.
R

ight-click C
alen

d
ar

in the F
old

er L
ist

on the left-hand side.

4.
S

elect P
rop

erties
in the pop-up m

enu.
T

he C
alen

d
ar P

rop
erties

w
indow

 opens.

5.
S

elect the G
en

eraltab.

6.
S

elect the library in w
hich the files w

ere published:
�

If you published the form
s yourself, select P

erson
al F

orm
s L

ib
rary

in the L
ook In

field
�

If the IC
B

 adm
inistrator published the files, select O

rgan
ization

al F
orm

s L
ib

rary
in the 

L
ook In

field.

7.
S

elect the form
 nam

e and click O
p

en
.

8.
C

lick O
K

.
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M
icrosoft O

u
tlook

 U
ser In

terface
S

ch
ed

u
lin

g a con
feren

ce

1.
O

pen M
icrosoft O

utlook.

2.
C

lick C
alen

d
ar

in the F
old

er L
ist

on the left-hand side.

3.
C

lick N
ew

in the top toolbar.
N

ote:
C

lick Y
es

if asked to E
n

ab
le M

acros.

4.
S

et up the conference in M
icrosoft O

utlook as follow
s:

a)
S

elect the A
p

p
oin

tm
en

t
tab.

b)
E

nter a S
u

b
ject

for the conference (optional).

c)
E

nter the start date and tim
e for the conference using the S

tart tim
e

drop-dow
n lists.

d)
E

nter the end date and tim
e for the conference using the E

n
d

 tim
e

drop-dow
n lists.

e)
C

lick In
vite atten

d
ees

in the top toolbar.

f)
C

lick T
o.

g)
F

or each invitee:
i.

S
elect the invitee�s nam

e from
 the list of nam

es.
ii.

C
lick R

eq
u

ired
.

h)
C

lick O
K

w
hen you have selected all the invitees.
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M
icrosoft O

u
tlook

 U
ser In

terface
S

ch
ed

u
lin

g a con
feren

ce (cont.)

5.
If you are scheduling a recurring conference:

a)
C

lick R
ecu

rren
ce

in the top toolbar.

b)
S

elect the S
tart

tim
e, and E

n
d

 tim
e or D

u
ration

from
 the drop-dow

n lists in the A
p

p
oin

tm
en

t
section in the A

p
p

oin
tm

en
t R

ecu
rren

ce
w

indow
.

c)
S

elect the R
ecu

rren
ce p

attern
:

i.
S

et the interval as D
aily, W

eekly, or M
on

th
ly.

ii.
S

et the specific recurring pattern based on the interval you just selected.

d)
S

et the R
an

ge of R
ecu

rren
ce:

i.
S

elect the S
tart

date from
 the drop-dow

n list.

ii.
S

elect the end of the recurrences, either after a specific num
ber of occurrences or after a

specific date. 

N
ote: D

o not enter m
ore than 52 occurrences or set an end date later than one year from

today.

e)
C

lick O
K

.
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M
icrosoft O

u
tlook

 U
ser In

terface
S

ch
ed

u
lin

g a con
feren

ce (cont.)

6.
S

et up the conference in IC
B

 using the IC
B

 form
:

a)
S

elect the IC
B

tab.

T
he IC

B
 form

 opens.

553-A
A

A
1414
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M
icrosoft O

u
tlook

 U
ser In

terface
S

ch
ed

u
lin

g a con
feren

ce (cont.)

6.
S

et up the conference in IC
B

 using the IC
B

 form
 (cont.):

b)
S

elect an IC
B

 card from
 the IC

B
 A

d
d

ress
drop-dow

n list.

N
ote:

If the drop-dow
n list contains no entries, type in the IP

 address of the IC
B

card 
(obtained from

 your IC
B

 adm
inistrator) in the IC

B
 A

d
d

ress
field.

c)
S

elect IC
B

 C
on

feren
ce.

d)
In the E

n
ter N

etw
ork

 P
assw

ord
w

indow
, log in to IC

B
:

i.
E

nter your IC
B

 U
ser N

am
e.

ii.
E

nter your IC
B

 P
assw

ord
.

iii.
C

lick O
K

.

e)
E

dit the nam
e in the C

h
airp

erson
field (optional).
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M
icrosoft O

u
tlook

 U
ser In

terface
S

ch
ed

u
lin

g a con
feren

ce (cont.)

6.
S

et up the conference in IC
B

 using the IC
B

 form
 (cont.):

f)
S

elect the N
u

m
b

er of p
articip

an
ts

from
 the drop-dow

n list.

i.
C

lick F
ree P

orts
to m

ake sure enough ports are available on the selected date, and 
adjust the date and/or num

ber of participants as required.

ii.
C

lick C
lose F

ree P
orts.

g)
In the A

ccess N
u

m
b

ers
section, define the access num

bers for the conference.

�
If you are setting up a one-tim

e only conference, select A
u

tom
atically assign

ed
.

�
If you are setting up a recurring conference, select C

h
oose a N

u
m

b
er

and select a num
ber 

pair from
 the drop-dow

n list. T
he first num

ber is the access num
ber for the participants; 

the second is the access num
ber for the chairperson.
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M
icrosoft O

u
tlook

 U
ser In

terface
S

ch
ed

u
lin

g a con
feren

ce (cont.)

6.
S

et up the conference in IC
B

 using the IC
B

 form
 (cont.):

h)
T

o set or cancel passw
ords for the P

articipants and C
hairperson to use to access the conference:

i.
C

lick O
p

tion
s.

ii.
F

or the U
ser P

assw
ord

:

�
S

electN
o p

assw
ord

if no passw
ord is required.

�
S

electA
u

tom
atically assign

ed
 p

assw
ord

to let the the system
 select the passw

ord.

�
S

electD
efin

e a p
assw

ord
and enter a  num

eric passw
ord 4 to 8 digits long.

iii.
F

or the C
h

airp
erson

 P
assw

ord
:

�
S

electN
o p

assw
ord

if no passw
ord is required.

�
S

electA
u

tom
atically assign

ed
 p

assw
ord

to let the the system
 select the passw

ord.

�
S

electD
efin

e a p
assw

ord
and enter a  num

eric passw
ord 4 to 8 digits long.

iv.
C

lick C
lose O

p
tion

s.
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M
icrosoft O

u
tlook

 U
ser In

terface
S

ch
ed

u
lin

g a con
feren

ce (cont.)

6.
S

et up the conference in IC
B

 using the IC
B

 form
 (cont.):

i)
T

o set G
eneral O

ptions for the conference (optional):

i.
C

lick O
p

tion
s.

ii.
D

o any of the follow
ing:

�
S

elect how
 the system

 indicates the arrival and departure of participants from
 the 

In
d

ication
 for en

try an
d

 exit
drop-dow

n list. 

�
S

elect a L
an

gu
age

to be used for voice prom
pts in the conference from

 the drop-
dow

n list.

�
S

elect A
d

d
 p

ort if req
u

ired
if you w

ant the system
 to add ports w

hen the num
ber 

of actual participants exceeds the num
ber of ports you booked.

�
S

elect K
eep

 on
e p

ort for ch
airp

erson
if you w

ant one port to be reserved for the 
chairperson only.

iii.
C

lick C
lose O

p
tion

s.
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M
icrosoft O

u
tlook

 U
ser In

terface
S

ch
ed

u
lin

g a con
feren

ce (cont.)

7.
C

lick S
en

d
.

A
n IC

B
 C

onference dialog w
indow

 opens, indicating your conference w
as booked successfully.  

R
em

em
ber the access num

bers and passw
ords, as you w

ill need them
 to access the conference.

C
onference details, including the access inform

ation, are sent to the invited parties in an e-m
ail 

m
essage.

8.
C

lick O
K

.
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M
icrosoft O

u
tlook

 U
ser In

terface
V

iew
in

g con
feren

ce d
etails (sch

ed
u

ler on
ly)

1.
O

pen M
icrosoft O

utlook.

2.
C

lick C
alen

d
ar

in the F
old

er L
ist

on the left.

3.
D

ouble-click the conference for w
hich you w

ant to view
 the details.

4.
In the IC

B
 tab, click D

isp
lay.

A
 w

indow
 opens displaying the details for the conference, including the access inform

ation.

5.
C

lick O
K

to close the w
indow

.
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M
icrosoft O

u
tlook

 U
ser In

terface
E

d
itin

g a con
feren

ce

1.
O

pen M
icrosoft O

utlook.

2.
C

lick C
alen

d
ar

in the F
old

er L
ist

on the left.

3.
D

ouble-click the conference you w
ant to edit.

4.
S

elect the A
p

p
oin

tm
en

t
tab and change S

u
b

ject, S
tart tim

e, E
n

d
 tim

e, or invitees, as required.

5.
C

lick R
ecu

rren
ce

in the top toolbar and change recurrence details as required.

6.
S

elect the IC
B

tab and change IC
B

 details as required. Y
ou cannot change the IC

B
 A

d
d

ress
and  

O
w

n
er ID

fields.

7.
C

lick S
en

d
.

A
n IC

B
 C

onference dialog w
indow

 opens, indicating your conference w
as booked successfully. 

R
em

em
ber the access num

bers and passw
ords, as you w

ill need them
 to access the conference.

8.
C

lick O
K

.
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M
icrosoft O

u
tlook

 U
ser In

terface
D

eletin
g a con

feren
ce

1.
O

pen M
icrosoft O

utlook.

2.
C

lick C
alen

d
ar

in the F
old

er L
ist

on the left.

3.
R

ight-click the conference you w
ant to delete. 

4.
C

hoose D
elete

from
 the pop-up m

enu.

5.
S

elect S
en

d
 can

cellation
 an

d
 d

elete m
eetin

g. 

6.
C

lick O
K

.
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M
icrosoft O

u
tlook

 U
ser In

terface
M

an
agin

g a con
feren

ce in
 p

rogress (ch
airp

erson
 on

ly)

1.
O

pen M
icrosoft O

utlook.

2.
C

lick C
alen

d
ar

in the F
old

er L
ist

on the left.

3.
D

ouble-click the conference in progress.

4.
S

elect the IC
B

tab.

5.
L

og in to IC
B

 as the chairperson, using the chairperson access num
ber and passw

ord (if required).

6.
C

lick C
on

trol.

T
he C

on
feren

ce C
all M

an
ager

w
indow

 in the B
row

ser U
ser Interface opens (see slide 12).

7.
M

anage the conference as required, using the instructions in the
M

an
agin

g a con
feren

ce
slides

starting on slide 13.



N
ortel N

etw
orks Integrated C

onference B
ridge

29

T
elep

h
on

e U
ser In

terface (T
U

I)
S

ch
ed

u
lin

g a con
feren

ce for tod
ay

1.
D

ial the T
U

I access num
ber provided by the IC

B
 adm

inistrator.

2.
L

og in to the T
U

I:

a)
A

t the prom
pt, enter your T

U
I user nam

e follow
ed by *.

b)
A

t the prom
pt, enter your T

U
I passw

ord follow
ed by *.

3.
A

t the prom
pt, press 1

on the telephone keypad.

4.
E

nter the start tim
e for the conference using the telephone keypad. E

nter the tim
e as four digits 

(hhm
m

) in 24-hour form
at (15-m

inute intervals), follow
ed by *. F

or exam
ple, enter 0945*

for a  
conference that starts at 9:45 in the m

orning.

5.
E

nter the duration of the conference. E
nter the duration as four

digits (hhm
m

) in hours and m
inutes  

(15-m
inute intervals) to a m

axim
um

 of 12 hours, follow
ed by *. F

or exam
ple, enter 0215*

for a 
conference that lasts tw

o hours and 15 m
inutes.

6.
E

nter the num
ber of ports that are needed for the conference, follow

ed by *. F
or exam

ple, enter 5*. 

7.
D

o one of the follow
ing:

�
P

ress 1
to continue entering definitions (D

N
, passw

ord lengths, and language) for the conference.

�
P

ress 2
to finish defining the conference. G

o to step 11.
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T
elep

h
on

e U
ser In

terface (T
U

I)
S

ch
ed

u
lin

g a con
feren

ce for tod
ay (cont.)

8.
S

elect the D
N

 that participants m
ust dial to join the conference.

�
P

ress 1
to select a D

N
. 

T
he system

 plays a list of num
bers and corresponding D

N
s. E

nter the num
ber corresponding to 

the D
N

 you w
ant to use.

�
P

ress 2
to have the system

 select the D
N

 autom
atically.

N
ote:

T
he system

 autom
atically generates the D

N
 that the chairperson m

ust dial.

9.
S

elect passw
ord lengths.

a)
F

or the participant passw
ord, press 0*

for no passw
ord, or enter the passw

ord length (4 to 
8 digits) follow

ed by *.

b)
F

or the chairperson passw
ord, press 0*

for no passw
ord, or enter the passw

ord length (4 to
8 digits) follow

ed by *.

10.
S

elect the language.

�
P

ress 1
to select a language.

T
he system

 plays a list of num
bers and corresponding languages. E

nter the num
ber 

corresponding to the language you w
ant to use.

�
P

ress 2
to select the default language.

11.
P

ress 1
to confirm

 the reservation.

T
he conference details are sent to you in an e-m

ail m
essage.
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T
elep

h
on

e U
ser In

terface (T
U

I)
S

ch
ed

u
lin

g a con
feren

ce for a sp
ecific d

ay

1.
D

ial the T
U

I access num
ber provided by the IC

B
 adm

inistrator.

2.
L

og in to the T
U

I:

a)
A

t the prom
pt, enter your T

U
I user nam

e follow
ed by *.

b)
A

t the prom
pt, enter your T

U
I passw

ord follow
ed by *.

3.
A

t the prom
pt, press 2

on the telephone keypad.

4.
A

t the prom
pt, enter the date for the conference using the telephone keypad. E

nter the date as eight 
digits (ddm

m
yyyy) follow

ed by *. F
or exam

ple, enter 11032004*
for a conference to be held on 

M
arch 11, 2004.

5.
F

inish defining the conference in the sam
e w

ay as you w
ould if you w

ere scheduling a conference for 
the current day. F

ollow
 the steps in S

ch
ed

u
lin

g a con
feren

ce for tod
ay, slides 29 and 30, starting at 

step 3.
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T
elep

h
on

e U
ser In

terface (T
U

I)
U

sin
g th

e T
U

I com
m

an
d

s

If you
 are th

e conferen
ce ch

airp
erson

:

1.
D

ial in to the conference as the chairperson, using the chairperson D
N

 and passw
ord (if configured).

2.
U

se the com
m

ands in the tables on slides 33 to 35, as required.

If you
 are n

ot th
e con

feren
ce chairp

erson
:

1.
D

ial in to the conference as a regular participant, using the conferee D
N

 and passw
ord (if configured).

2.
U

se the com
m

ands in the tables on slides 36 and 37, as required.
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T
elep

h
on

e U
ser In

terface (T
U

I)
T

U
I com

m
an

d
 su

m
m

ary �
ch

airp
erson

D
ecrease your speaking volum

e.
*71

P
lay a scrolling list of participants for the chairperson. Y

ou can use this 
m

enu to access an individual participant. 

S
ee the table on slide 35 for com

m
ands you can use w

ith individual 
participants.

*69

C
ount conferees and announce nam

es to all participants.
*60

R
elease chairperson com

m
and.

*52

M
ute or unm

ute
yourself (the chairperson).

*19

M
ute or unm

ute
all ports.

*10

L
ock or unlock the conference.

*4

D
ial out to a C

all-O
ut G

roup, w
here <

G
N

>
 is the group num

ber to call.
*2<

G
N

>
#

R
edial the last dialed D

N
.

*#

D
ial out to the C

all A
ssistant.

*0#

D
ial out to another D

N
, w

here <
D

N
>

 is the called party�s D
N

. T
he called 

party m
ust not be a conference participant.

T
o return to the conference, see the table on slide 32.

*0<
D

N
>

#

D
escrip

tion
C

om
m

an
d



N
ortel N

etw
orks Integrated C

onference B
ridge

34

T
elep

h
on

e U
ser In

terface (T
U

I)
T

U
I com

m
an

d
 su

m
m

ary �
ch

airp
erson

 (cont.)

D
isconnect the last dialed-out port.

*91

R
estore the initial volum

e level of all participants.
*78

V
ote �Y

es�
in a voting session.

*81

Increase your listening volum
e.

*76

D
ecrease your listening volum

e.
*74

Increase your speaking volum
e.

*73

R
estore your initial speaking and listening volum

e levels.
*72

S
tart or stop the H

elp m
enu.

**

C
ancel current com

m
and.

*

S
top or start the m

usic that plays w
hen you are the first and only person 

in the conference.
*99

E
xtend the conference by 15 m

inutes (to a m
axim

um
 of 12 hours).

*98

D
isconnect the last dialed-in port.

*92

D
isconnect all ports except your ow

n (the chairperson�s).
*90

D
o not vote in (abstain from

) a voting session.
*83

V
ote �N

o�
in a voting session.

*82

D
escrip

tion
C

om
m

an
d
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T
elep

h
on

e U
ser In

terface (T
U

I)
T

U
I com

m
an

d
 su

m
m

ary �
ch

airp
erson

 (cont.)

R
eturn to the conference w

ithout dialed party.
*3

R
eturn to the conference w

ith dialed party.
*2

D
escrip

tion
C

om
m

an
d

U
se these com

m
ands to return to the conference after dialing outto another D

N
 

(com
m

and *0<
D

N
>

#)S
elect the next participant in the list.

6

S
elect the previous participant in the list.

4

P
lay the current participant�s nam

e.
2

M
ute or unm

ute
the participant.

1

C
onsult privately w

ith the participant.
0

R
eturn to the conference.

*3

D
isconnect the current participant.

9

S
top and start the playlist.

#

D
escrip

tion
C

om
m

an
d

U
se these com

m
ands to access an individual participant w

hile the
system

 plays a list of
participants (com

m
and *69).
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T
elep

h
on

e U
ser In

terface (T
U

I)
T

U
I com

m
an

d
 su

m
m

ary �
p

articip
an

t

M
ute or unm

ute
yourself.

*19

A
cquire chairperson com

m
and.

*51

Increase your listening volum
e.

*76

D
ecrease your listening volum

e.
*74

Increase your speaking volum
e.

*73

R
estore your initial speaking and listening volum

e levels.
*72

D
ecrease your speaking volum

e.
*71

D
escrip

tion
C

om
m

an
d
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T
elep

h
on

e U
ser In

terface (T
U

I)
T

U
I com

m
an

d
 su

m
m

ary �
p

articip
an

t
(cont.)

V
ote �Y

es�
in a voting session.

*81

S
tart or stop the H

elp m
enu.

**

C
ancel current com

m
and.

*

S
top or start the m

usic that plays w
hen you are the first and only person 

in the conference.
*99

C
ancel a question in a question-and-answ

er session.
*86

A
sk a question in a question-and-answ

er session.
*85

A
bstain from

 voting in a voting session.
*83

V
ote �N

o�
in a voting session.

*82

D
escrip

tion
C

om
m

an
d
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F
or further inform

ation on the N
ortel N

etw
orks Integrated C

onference B
ridge, refer to:

Nortel N
etw

orks Integrated Conference Bridge U
ser G

uide.
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N
ortel N

etw
ork

s In
tegrated

 
C

on
feren

ce B
rid

ge
T

utorial
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ortel N

etw
orks

reserves 
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ponents as progress in

engineering and m
anufacturing m

ay w
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his equipm
ent has been 

tested and found to com
ply w

ith the lim
its for a C

lass A
 digitaldevice 

pursuant to P
art 15 of the FC

C
 rules, and the radio interference

regulations 
of Industry C

anada. T
hese lim

its are designed to provide reasonable 
protection against harm

ful interference w
hen the equipm

ent is operated in 
a com

m
ercial environm

ent. T
his equipm
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radiate 

radio frequency energy, and if not installed and used in accordance w
ith 

the instruction m
anual, m

ay cause harm
ful interference to radio 

com
m
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peration of this equipm
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to cause harm

ful interference in w
hich case the user w
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correct the interference at their ow
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