Conference Replay Portal – Quick Start Guide

The Conference Replay Portal is a simple, self-service web application designed to empower the chairperson to manage recordings and replays. Recordings of your conference calls automatically appear after your calls end, and each recording can be set up to collect unique participant list data from each person that accesses your replays. Participants can listen to your replays by phone, web or both and every access is automatically tracked and instantly available in an online and downloadable report.
If you require further assistance, please contact our Customer Service department at 

1-888-203-7900.
System Requirements

Moderator’s system must meet the following minimum requirements:

· Internet connection speed of 128 Kbps or higher 
· Microsoft Windows 98/2000/XP/Vista or Server2003 System

· Internet Explorer 6 or higher browser version 

Logging on to Conference Replay Portal
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To log on to the Conference Replay Portal, Chairpersons are required to enter the following information:

· Confirmation Number
· Chair Code
 

Note: A Confirmation Number will be provided by Infinite Conferencing prior to the call.

  

To log on:

1. Enter your Conference Number 

2. Enter your Chair Code
3. Click Login.


Recording List Page
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New Recording Default Status

The New Recording Default Status displays the status of your recordings. By default this option is set to Active allowing new recordings to be automatically assigned a replay code for replay via the telephone and web to your participants. If you set this status to Inactive a replay code will not be assigned and the recording will unavailable for replay.
The recording status can be modified by clicking the “Change This” link.

Note: If you would like most of your recordings to be available for replay, then we recommend setting this option to Active.

Note: The New Recording Default Status setting affects all recordings you create in the future, so be careful when making changes.

Recording List

The recording list contains a list of all your recordings, sorted so that the most recent recording appears at the beginning of the list. All recordings display the date and time, duration in minutes and replay code. 
Note

A Title can be assigned to your recording by clicking on the “Click to Add” link in the Notes column.
Actions

Click Listen to play your recording in a preview window

Click Activate/Deactivate to override your Recording Default Status for a specific recording

Click More... to open the Replay Details Page

Replay Details Page
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The Replay Details Page has all the details about your recording. It’s divided into three sections:

General Replay Information

1. Recording Date/Time: The date and time your conference was recorded

2. Recording Duration: The duration of your recording in minutes. Click Click to Listen to preview your recording
3. Recording ID: This ID uniquely identifies your recording in the system

4. Note/Title: Displays the Title of your recording. Click Click to Add/Change to modify your Title
5. Number of Listeners: Number of users who have accessed the replay via phone and web. Click View Report to launch a new window with a detailed report on each participant (participant list)
6. Status: Indicates whether a recording is available for replay (Active) or unavailable (Inactive). 
7. Recording Type: This indicates whether or not your recording is audio only, the audio portion of a web conference, or a web conference recording.

Replay Access Details
1. This section only appears if your recording is Active

2. Phone Replay: Displays the phone numbers to access the replay via telephone
3. Web Replay: Is the URL you can give your participants to access the replay via web stream

4. Embedded Replay HTML: Generate HTML code that you can copy and paste into your web page so that the replay is embedded in your page.
5. Participant List Fields: This section lists the fields you’ve requested to be collected from each participant that accesses the replay. To set these fields, click Click to Update Fields
6. Note: Make sure the fields are set before the replay is accessed

7. Email the Details: Send instructions for accessing your replay to your participants by clicking Click to Send
Premium Services

Premium services are options that when used, will result in an additional charge.

1. Scheduled Archive End Date: This specifies the date when your replay will expire. To extend your archive date use Click to order extended archive time. 
2. Transcription of Replay Content: If you have ordered a transcription for this replay, the date and time of your order will be listed. Use Click to Order to place your request. A professional transcription service will transcribe your recording, and you will be emailed the results.
3. Download Recording: If you would like to download a recording to your computer, you can do so by ordering a download. Once ordered, you can download it as many times as you like. Use Click to Order to place your request.
Note: You will not be able to track replay usage for anyone that listens to the replay once the recording has been downloaded
4. CD of Recording: For those times with you would like a hard copy of your recording on a data CD for long term storage, you can use this link to order a CD. We’ll burn it and send it to the address we have on file for you. Use Click to Order to place your request.
Usage Report Page

The Usage Report page is accessed by clicking the View Report link on the Recording Details Page, beside the Number of Listeners field. 
5. #: This is number of listeners

6. Date/Time: The Date and Time each listener accessed the replay

7. Source: Describes the way in which the listener accessed the replay, either by phone or web

8. ANI or IP: IF the participant listened by phone, and the system could capture the Caller ID, then it would be displayed in this column. Web listeners would have an IP address listed instead

9. Duration: This is duration is minutes that each participant spent listening to the replay
This report can be exported to Microsoft Excel by clicking the Excel button on the top right of the screen.
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