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Getting Started with Your Instant Meeting Audio (Voice) Conferencing & Net (Web) Conferencing Services from Verizon Business Conferencing
How to use your Instant Meeting Audio Subscription:

To invite participants to an Audio Instant Meeting, simply distribute the Participant Access Information, which is the toll-free dial-in number and participant passcode listed in your e-mail confirmation from Verizon Conferencing.  If you have an international participant, please provide them with the toll number (area code/number) also provided in your e-mail confirmation.
Leader Information:

To join your conference

· Dial the appropriate access number (toll-free dial-in number).

· Enter your numeric leader passcode followed by the # sign.

· You will then be automatically placed into your Conference.

Participant Information:

To join a conference

· Dial the appropriate access number (toll-free or toll dial-in number).

· Enter your passcode followed by the # sign.

· You will then be automatically placed into your Conference.

Note:  Instant Meeting subscriptions will automatically expire for non usage after six months.  You will receive an e-mail two weeks prior to the expiration so you have the opportunity to keep the subscription active by dialing into the your Instant Meeting conference.
How to use your Instant WebEx and/or Live Meeting Subscription*:
To host an Instant WebEx or Live Meeting Conferencing in conjunction with your Instant Meeting it is suggested that you first check your system to ensure that you have the appropriate software to host a Net Conference.  Once you have checked your system you can simply follow these instructions:

· Launch your Internet Browser, go to https://www.mymeetings.com/nasa and enter your login and password.
· Click on the Net Conferencing Tab and you will see your Instant Net Subscription; click on the  [image: image2.png]


 icon to start your meeting
To invite participants to your Instant Net conference simply follow these instructions:

· Launch your Internet Browser, go to https://www.mymeetings.com/nasa and enter your login and password.
· Click on the Net Conferencing Tab and you will see your Instant Net Subscriptions; click on the [image: image3.png]E



 icon.
· Choose the appropriate Instant Net Conference information you want to use for the meeting.

· Enter all participants e-mail addresses or enter your e-mail address then forward to participants using your e-mail client.
· Edit the body of the e-mail, as desired.  Include your Instant Meeting dial-in number and participant passcode, the date and time of the call.
· Click “send”.
* The Net (Web) Conferencing service should not be used to present Sensitive but Unclassified (SBU) Information.  Please contact your NASA ODIN representative for information concerning web conferencing services that can be used to present SBU information.
Important Contact Numbers:

· NASA Teleconferencing Center (NTC) at 1-877-857-6272 or MSFC-NTC@mail.nasa.gov
· Verizon Reservations Center at 1-877-232-6272

· Verizon Conferencing Customer Relations at 1-800-475-0600
