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X-ACT Phone System Training Script

Welcome to the X-ACT Training Session, presented by the X-ACT  Conference Center.  In the next 10 minutes, you will be learning how to use X-ACT, a flexible, efficient and easy to use conference calling service.  We suggest you follow our program in the X-ACT Quick Reference Guide, and that you keep it on hand for easy future reference.  If you do not have an X-ACT Quick Reference Guide, please contact X-ACT Customer Service and one will be sent to you. 

The X-ACT system is designed to meet the challenges presented by the modern business environment. Conventional teleconferencing from your office phone can handle only four or five callers while maintaining high quality sound, while X-ACT accomodates up to 1000  parties with no quality loss.  X-ACT offers supreme flexibility  by allowing callers to enter a conference from any phone, anywhere, at anytime.  Our highly trained operators will assist you in designing the X-ACT teleconference which will best suit your needs, 
and are always available during your call to make sure it goes as smoothly as possible.  A tailor-made teleconference at regular Intelnet prices,  X-ACT is a business tool you will look forward to using again and again.  So let's get started!

STEP ONE:  KNOWING YOUR CALLING OPTIONS  

First you will decide how you want your conference participants to be linked.  There are essentially two kinds of calls.  A Meet Me call requires participants to dial either an Intelnet Meet Me number or an 800 Meet Me number on a specified date, at a specified time.  A Dial Out call offers the convenience of having each participant brought into the conference by a call from an X-ACT operator. You may wish to combine Meet Me and Dial Out in your teleconference. If you need to have a discussion between Xerox salespeople, Xerox engineers and your external customer, for example, you may choose to have the Xerox employees use Intelnet Meet Me, while your external customer is conferenced via Dial Out by the operator.

The third kind of call, the ASAP call, is an emergency version of either Dial Out or Meet Me.  An ASAP call can be put together in approximately 20 minutes, when a crisis situation makes advanced planning impossible.  There is no extra charge associated with an ASAP conference. 

International parties can take part in the call through Dial Out, Meet Me, or ASAP.

We do recommend making a reservation whenever possible so that we may help you put together the most effective teleconferencing package.

STEP TWO:  RESERVING YOUR 

X-ACT TELECONFERENCE


When making your  X-ACT reservation, you will need to provide the Conference Center operator with: 1) The conference leader's name, Intelnet phone number, employee number, and Budget Center number 2) the date and time of the conference 3) the type or types of calls you will be using, whether Meet Me or Dial Out and 4) the estimated duration of the conference  
(rest assured that if your call goes under your estimate, you will not be charged for the unused time, and if you go over, you will not be interrupted)  5)  the full names of the participants and their Intelnet  numbers are needed only if you are selecting the Dial Out option.

STEP THREE: TAKING FULL ADVANTAGE OF X-ACT FEATURES

When reserving your call you may include one or all of the many features available for X-ACT  teleconferences.  Most of these are  available free of charge: 

Participant Notification:  If you  tell us at least 48 hours before your conference that you would like this service, we will notify all the participants of the date and time of the call.  Notification will be completed within 24 hours of your request.  

Greeting:  When callers come on-line, they will hear the message you have recorded specifically for the conference.  This is the perfect time to 
set any ground rules and to let the callers know if the call is being recorded.

Music While On Hold:  You may choose to have the participants hear silence or music while they are waiting to be brought on-line.

Roll Call:  Roll Call  can be conducted at the beginning of the conference and  at any other time you would find it useful.  During a long conference, you may wish to have the names of parties announced as they drop out, or to have an occasional reverse roll call. 

Conference Monitoring:  You may have an operator stay with the call to monitor sound quality.  But keep in mind that even during a private conference, whenever you press Star Zero an operator is there to assist you.

Executive Sub-conferencing:  Sometimes during a teleconference a more private meeting  of some parties is appropriate.  This feature allows up to eight mini-conferences to be held at once.  When a  sub-conference is finished, the parties are  returned to the main conference.

Listen Only/Broadcast:  This feature allows only certain parties to be heard while others are put in a Listen Only mode.  During a presentation by one or two individuals to many listeners, this is a useful device, eliminating the possiblity of distracting background noise.  If one participant is at the airport, for example, they can be placed in Listen Only mode while the others are in Broadcast mode.       

Secured Call:  Once the conference is secured, the call cannot be joined by anyone.  A special code is established by the conference leader for summoning the operator, if required, during the teleconference;  otherwise the operator does not have access to the call. 

Master List:  This is a great time-saving device.  Once you provide us with a list of parties who  typically participate on your  calls, you can make a reservation by requesting a certain list.  You can have more than one list, and when requesting a particular list, you can add or delete certain participants.  For example: "I would like list #3, with the addition of Tom Harris and the deletion of Sue Smith."  ASAP calls can be put together much more quickly with a master list.

Standing Reservation:  If you plan on having regular daily, weekly, or monthly conference calls — for example, every Monday at 2 p.m. — you can make your life simpler by taking advantage of our Standing Reservation feature.  Participant Notification works well in conjunction with this service.

Question and Answer:  While participants remain in Listen Only mode, they can signal to queue up to ask a question of the speaker.  If while they are waiting someone else asks their question, they may choose to remove themselves from the queue.  Once they have asked their question, the participant will return to Listen Only mode.  

Polling:  Polls or votes may be taken at any time during the teleconference.  Results will appear on the operator's screen.  You may decide to have the outcome broadcast to the callers, or revealed to the Conference Leader only.

The following are features for which there is an extra charge:

X-ACT Fax: To distribute a document pertaining to the conference, you simply send one fax to the Conference Center, along with a list of the names and fax numbers required, and we will transmit the document to all participants. 

Berlitz Translation Services:  24-hour notice is required for this service.  You will  have the opportunity to speak with the translator, to be sure that you like their voice, and to arrange equivalents for buzzwords and acronyms callers may be using.  Everyone on the call hears the translator's voice when this service is utilized.

Conference Recording:  An audiocassette can be made of your teleconference.  Participants must be notified that the conference is being recorded, and a good time to do this is during your greeting. However, the conference operator can do it for you as the conference opens.

Conference Transcription:  Your teleconference can also be transcribed, if you wish.

Instant Replay:  A recording of the call can be made and stored for 48 hours.  This is useful for people who wanted to participate but were not able to, or for those who had to leave early.  This service also allows participants who were on the call an opportunity to review the discussion that took place.  The  Instant Replay recording is accessed via an 800 number.

STEP  FOUR:  PREPARING FOR THE CALL

You are now ready to set up your X-ACT teleconference.

*Arrange a convenient date and time for the conference, allowing for time to make your reservation.  Let people know that because of the flexibility of  Meet Me and Dial Out,  their being on site is not necessary. Determine how each participant will be joining the call.

*Prior to the teleconference, the Conference Leader should prepare an agenda which addresses the objective of the call and informs participants of the conference's expected duration.  The Conference Center can distribute this for you with an X-ACT Fax.     

*Take time to consider all of the features available for your call. Prior to the conference, you should develop a Customized Greeting which will inform your participants and add polish.  You may wish to have the call secured, in which case you will need to decide on a simple password, and allow time to let callers know what it is.

*Decide in advance if late callers will be allowed to enter a conference in session.

We hope that you have enjoyed this X-ACT training session, and that you now feel fully prepared to make X-ACT teleconferences an integral part of your business life.  We suggest that prior to making your next X-ACT conference call you review your X-ACT Quick Reference Guide, specifically the sections "Tips for Successful Conference Calls" and "Commonly Asked Questions About X-ACT" to help you conduct the most effective teleconference possible. The Conference Center can be reached by dialing Intelnet 534-4000 or 1-800-475-1475.  

We look forward to meeting all of your teleconferencing needs. 
