TrainingCentre

e-Commerce Attendee Guide

B InterCall, a subsidiary of West Corporation, in partnership with WebEx Communications,
e i Inc provides TrainingCentre web conferencing. Because TrainingCentre is powered by
WebExrw, this guide makes several references to the company name, platform and

® InterCall features.

To use e-commerce

Information Hotline =~ s oo
0871 7000 170 + Contact your InterCall sales representative or Account Manager to active e-

+44 (0)1452 546742
conferencing@intercalleurope.com

Reservations

Commerce on your TrainingCentre account.
+ Make sure your Site Administrator has configured your e-Commerce within Site

0870 043 4167 Administration.

+44 (0)1452 553456 You need to have a TrainingCentre account to use the e-Commerce feature.
resv@intercalleurope.com

www.intercalleurope.com Live Sessions

west

The host will schedule the training or event as usual with attention to the following e-
Commerce details:

1 Enter the price for the session.
2 Indicate whether students are allowed to use coupons to pay for this class.
3 If this course is not fee-based, leave the Session Fee field defaulted at zero.

Topic: | (Required) Copy fiol

5ot session password: {Required)

Confirm passweord:

This training session is:

@ Listad for all

O Listed for authorized usars only

O Unlisted

& Enter the amount you want to charge attendees. Enter 0 if you
charge

Session fee and payment: You must enable zitendee reqistration o use this fealure

Sassion Fee(USDS): 0
[¥] Allow attendaes to use coupons

Ls
Teleconference

Options: & None
' Resenationless-Plus from InterCall
(™) Mthar talarnniaranra canira

4 Attendee registration is required for fee-based sessions. The registration flag
cannot be turned off if you have entered a price for the class.

Registration

#C You can require altendees ta register for a training session before they can join it When
their registration requests are approved, attendses will receive a unigue registration [0 in
their email. Attendess must use this 1D ta join the session.

m Youmust enzble registration if you want 1o charge sttend=es a fes or create a test for
the session.

Artendes Ragistration: Require attendee registration Customize form
Automatically approve all registration requests

(IF you select not to autarmatically approve
registration requesta, you must manually
approve each attendee’s regisiration request
before they can join the session)

ot regisiration password: [Optianal)
Confirm registration password
Iaximum registrations E“O\\'&d': | {leave blank for unlimited)
[ Set registration close date
December 'r|1‘| - |2EH]6 v|

5 Complete the rest of the training or event scheduling as usual and confirm by
selecting Schedule.

6  The session is now scheduled.

InterCall is a
subsidiary of

» West Corporation
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Attendee Registration and Payment

Registration can be accessed via an invitation link that is sent to the attendee or via the registration site. A description of
the event including pertinent fees and the leader are available during the registration process.

1 To pay using a Credit Card
- Enter Credit Card Information and click ‘Submit Payment’ if no coupon will be used.
- If there is a problem with the credit card, the person registering will receive an error message.

session Information: Review ECommerce

Status: Fegistrstion

Sessiondate:

Thuesdey, Novemnber 30, 2008

Harting time: 445 pm, Eastem Standard Time (OMT-9500, Hew Yok
Duration: 1 hour
Presenters: Danielle Rogen:
Description:
SessionFee: 3100
AQENOA:  (PESEWONT DIECied]
Sessionnumber  [password protaciad|
Some ot Itadonthis
2 session pazsword For riswing. Fyou cbtained =
SSREICN PRSSADIT oM tNG NS, SITHSF (LRSI N
didk View Info:
View info
Plzase refer o yourregistration sonfirmation for the sexsion
Hyou heve lost your session pazwond, Sick ners
o send the pemwond o rou again.
Teleconference:  (password orotecied|

Host

Daniclle Rogars
il address: i

Coursamaterial  [password proected)

Tasts: [pazsword protecied)

2 To pay using a coupon
- Enter Coupon Code and click Apply Coupon.
- If the coupon covers the entire cost of the course then click ‘Submit Payment.’ If not, enter credit card information to
cover the remainder of the course and then click ‘Submit Payment.’
- After registration the attendee will receive two confirmation emails
1 The first will contain login details for the event.
2 The second will contain confirmation of payment made for the event.

Coupons are created in the Site Admin and can be used for partial or full amounts of the sessions to offer discounts or free
services to preferred attendees.

Recorded Sessions

To upload a fee-based recording you must have already recorded a session and have saved it to a central location. For more
information on this feature please see the TrainingCentre Recorder & Player Guide User Guide posted to the Resource
Centre page of www.trainingcentresite.net.

1 Once the recording is complete, log in to your TrainingCentre site, and navigate to the Add/Edit recording button.
This button is found under your ‘Host a Session’ options.
2 Click on Add/Edit Recording, then Add recording and upload file.

raining Recordings

Attend a Session
Recorded Sessions
Unlisted Session

Host & Session Mo recorded training sessions

Schedule Training
Instant Seccion
Hands-On Lab
Tast | hrar

Add a Recording
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Click Add Recording.
You will then be prompted to fill out the following information just as you would for charging for a live session.

- Set your fee for access

- Set the access period (in days)

- Indicate whether coupons will be allowed as payment
- Description. This information will be visible to registrants and will help you ‘sell’ your recording.
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Complete the remaining fields on the Add a Recording page as you would for any other no charge recording

(including setting a password if desired).

WebEx creation method: & Upioad fie

o

o D By g i, et g et b D e

b g

Etep 1: Specify fils path
|c2Da comens and Sem
Sep 2.Click Upload file

plosd fie

Fie name Mo fle upladed

specty URL | hitp o

Duration: Thour & m{ﬂ
File size: |Cl |KE|
pate:  [Noverber % 78 (¥ [2006 [+

Destination address (URL) after ssssion

[t

File Access Settings

6  Click Save.
7

Your recording is now ready to be distributed and/or accessed from your site.
The first time a customer accesses this fee-based recording they will be required to register.



