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Scheduling Your Reserved Audio (Voice) and Net (Web) Conference Call

Instant Meeting Audio and Instant Net (Web) are the recommended conferencing tools for meetings that do not require Operator assistance.  However, Verizon also offers Audio and Net solutions for large calls or meetings that require advanced features such as Operator led Q&A. 
Reserved Audio

Premier (Operator Attended, Event Service) With Premier Service a Meeting Manager will work with the Conference Leader prior to the call to coordinate all the details/features of the call and then follow up after the call.  Advanced features such as Q&A, Sub-Conferencing, and Polling are available at the Premier level. This type of service is best for high-visibility meetings, focus groups, press conferences, public announcements, presentations to large groups, or calls requiring additional security.
Standard (Operator Attended) With Standard Service, a Conference Coordinator will greet and announce participants to those already in attendance.  To ensure quality, the Conference Coordinator will frequently monitor the meeting and can easily be recalled for assistance by simply using the telephone keypad. Standard Service is ideal for medium-sized group meetings, such as staff and committee reviews, training sessions, and program meetings.
Unattended (Leader Moderated) Unattended Service provides a Company Conference Coordinator for technical assistance only. Conference call participants enter the conference call by entering a pre‑assigned passcode via telephone keypad.
Reserved Net (Web)

Reserved Net Conference allows Customer to reserve a Net Conferencing session for a specified date and time for up to 1,250 participants, conducted with a concurrent attended Audio Conferencing call.  Reserved Net Conference is a full-service web conferencing service that includes the ability to show slides, share applications and pass control of documents.  A Conference Coordinator monitors the session and is available to assist the leader or participants. 
* 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.
To Schedule a Reserved Audio and Net (Web) Conference Call
Existing Leaders

· Call NASA reservations 1-877-232-6272
· Be prepared with the following information:
- Your name and NASA Center Acronym (KSC, MSFC, etc)

- The date, time (including time zone), and approximate duration of the meeting

- The number of participants attending your meeting
New Leaders
· Contact the NTC at 1-877-857-6272 or MSFC-NTC@Mail.nasa.gov for your Audio and Net Authorization codes
· Call NASA reservations 1-877-232-6272 

· Be prepared with the following information:
- Authorization code (You will need to provide your audio code for the audio portion and your net code for the net portion)
- Your name, address, and phone number

- The date, time (including time zone), and approximate duration of the meeting

- The number of participants attending your meeting
Note: To avoid cancellation fees please be sure to cancel your “reserved” scheduled conference 30 minutes prior to the start time
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













