BRIGHT HOUSE NETWORKS

AUDIO CONFERENCING - Getting Started

Bright House Audio Conferencing services from Bright House Networks

Business Solutions enables customers to collaborate and share information
among large or small groups of people via the phone. This allows you to initiate the
conference call without the need of assistance from a third-party operator.

Using Bright House Audio Conferencing

1. Give your participants the date and time of the call, your diakin number and
your Conference Code.

2. Atthe specified time, dial your Bright House Audio Conferencing dialHin
number, then enter your Conference Code followed by #.

3. When prompted for the Host Code, press *, then enter your Leader PIN
followed by #.

Note: Alternatively, the leader may use Leader Express Entry to start the
conference in one easy step by consecutively entering the Conference Code
followed by * and the Leader PIN followed by #.

4. Your participants join the conference by dialing your number and entering the
Conference Code only.

Note: Customers are provided with both a toll and a toll free number.
If attendees are calling from outside of the United States they use the
toll number. The attendee is responsible for all of their long distance or
International charges. Bright House customers are charged at the per
participant minute charge according to their conference calling plan.

5. Press *6 to mute and unmute your line.

How to Register for an Online Account

To create a Username and Password that will let you access the Audio Conferencing
Manager follow the Instructions below:

1. Signin onthe Bright House Networks Manage My Services page with the User
name and password you created at
http://business.brighthouse.com/Manage_My_Services/

2. Click the Audio Conferencing link to access the Audio Conferencing
Management tool

3. Click Go in the First Time User box and enter your User Number and Web PIN
(provided in your Welcome Email)

Scheduling a Meeting Using the Audio Conferencing Manager

Though not required to schedule a call, another option for notifying participants of
conference call details is through the use of the Audio Conferencing Manager to
enter information about the call. An automatic email can then be sent
to all the participants with the time, date and the dialin number and
code.

1. Once logged into the Audio Conferencing Manager, click My
Meetings on the left hand navigation pane

2. Click the Schedule a Meeting button in the Meetings box
3. Select Bright House Networks Audio Conferencing

4. Fillin your information in the field provided including the meeting date and
time, account codes (if applicable) and conference leader information

5. Click Submit. Your Conference Call is now scheduled and will be shown in
My Meetings.

Digital Recording Studio

Enables you to record a message
for digjtal playback over the telephone -
no conference call required. After making
a recording forward the number and Conference
ID that was provided to you when you made your
reservation.

1. Schedule a recording session by dialing 1-800-374-2441
2. Atthe scheduled time, dial 1-877-836-2673 (toll free) or
1-706-634-5549 (toll)
3. After the prompt, enter the conference ID that was provided to you when you
made your reservation.
4. After the prompt, press 1 to record over an existing message or press 2 to hear
other options.

5. Click My Meetings on the left-hand side of the
pane

Billing and Usage

e Calls are billed at a per participant minute rate (ppm)

* Calls are charged on a 60 second basis, rounded up to the next minute

¢ Recordings are billed at a per recorded minute basis (treated as an additional
participant)

e Playback of recordings via online or over the phone are billed on a per minute
of playback time per user per playback

* CD recordings and download recordings are provided at a flat fee in addition to
the recording fee noted above
1. To view billing and usage, log on to the Manage My Services page at

http://business.brighthouse.com/Manage_My_Services/

2. Click Call Detail Record

Note: Billing and usage information for Audio Conferencing will not be available until
up to 4 business days after a conference call takes place.

Billing Example
If there are 4 parties on a call that dialed in at different times for different durations

at $0.08 ppm, the billing would be as follows:
»  Host= 60 minutes
»  Participant 1= 60 minutes
»  Participant 2= 65 minutes
»  Participant 3= 40 minutes
Total conference minutes= 60+60+65+40= 225

Total charge= 225 x $0.08 ppm = $18.00
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