Audio and Web Collaboration (AWC) Quick Reference Guide

To setup your conference call.
Enter awc.carleton.ca into a web browser.
Enter your MC1 user name and password.
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Important: Are you using a pop-up biocker?
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Select One Time Conference.
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Under the heading Conference Details select conference type using the pull down arrow.
In this example, the conference type is for an audio only conference call.
Fill in the details for your conference call.
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From this page, you can select Call Features.
Below are the default settings in the call features options.
Once you have selected the features you would like, select “OK” at the bottom of the screen.

Leader Required [ ] 11,0 jeader must be in this conference for it to start,

Join Muted  [7] Participants enter this conference muted.

Roll Call [] record and announce participants’ names.

Leave _f_:i“"e- Play a beep tone when participants join and leave.
Play to All Participants.

Play to Leader Only.

Personal ID [7] personal IDs are required to enter the conference.
I:l Conference access requires approval.

Duplicate Personal IDs Allow duplicate personal IDs on audio connections.

Password Protection (required if conference is marked published)

Requirements: 6-20 characters long, contains at-least one number, one uppercase, one lowercase, and one special (@#$%) character

Conference Password ‘ ‘

Confirm ‘ | ‘

E-mail Password I:l Send the password in the invitation
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This screen shows the summary of options you have selected for your conference.

In the Access Information box on the right side, select E-mail, this will allow you to invite participants to your

conference and the details will be sent to them via e-mail (see image below).
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Conference Details

Conference Name
Start Time

Duration

Published Conference
Gall Features
Leader Required

Conference Link

Leaders
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ence X See Available Conferences

Documents ‘ Approval ‘ Participants ‘

My Conference Call
Jan 12,2017 1:00 PM Canada/Eastern
1 hour

The conference will not stop automatically after the duration time.
No new participants can join this conference.

This conference is not published.

< The leader does not have to be in this conference for it to
start.

' Use these links to join the conference:

https://awc.carleton.ca/call/0172764

Jcipai
Join Muted
Roll Call

Join and Leave Tone

Personal ID

Require Approval

Duplicate Personal IDs

-arleton.ca/c 7
¥ No participants are muted.
¥ Participants’ names are not recorded and announced.

' Play a tone to everyone when participants join and leave.

¥ This conference does not require a personal ID.

¥ Access to this conference does not require approval.

' This conference allows duplicate personal IDs on audio
connections.

Billing Information

Access Information

Dial-in Numbers
+613-520-6646
6646

Access Codes
Leader: 0172764
Participant: 0182737

Invite Participants Using:
| Calendar |

Change Invitation Settings
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Add participants name to e-mail and click send.

Subject My Conference call

You are invited to join an audio and web conference.
Start Time: 2:45 PM Canada/Fastern Mar 7, 2017 (Duration: 1 hour)

To join the conference:
- Go to https://awc.carleton.ca/call /0100253

To join only the audio portion
Dial:

main: +613-520-6646
extension: 6646

- Enter this access code: 0100253

- Optionally enter your personal ID: If desired, use the link above to create or look up your ID.

Visit https://awc.carleton.ca/wd/en-us/testbrowser.asp?code=a0100253 to test your PC set-up for compatibility with AWV




