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Law Conferencing

1. Introduction

The Law Conferencing Plugin for Microsoft Outlook® makes it easy to add conference access
information to your emails and appointments. It creates customizable command buttons that,
when selected, add conference access information to the body of your forms. No more looking up
conference phone numbers, passwords, or URLSs. No more typo’s that delay the start of your
meetings.

For added convenience the Plugin is easily updated via an E-Z fill form.

This document provides information on how to customize and use the Law Conferencing Plugin
for Microsoft Outlook®.

2. Entering of Conferencing Data - (Installation / Update)

Law Conferencing utilizes an E-Z fill form in order to facilitate easy one time entry of the
necessary conferencing parameters. These parameters are passed straight through to the Outlook
Plugin eliminating the need to utilize the customization tools available within the Outlook Tools
Option.

This simple procedure can be used at the time of initial installation as well as an update if codes
or dial-in numbers change.
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2.1. First Time Installation

2.1.1. Go to http://www.lawconferencing.com/outlook-install-new.php and enter
the following information to register the Plugin for Outlook. Registration is
used only for notification of product updates.
First Name
Last Name
Company Name
E-Mail
e Work Phone Number
2.1.2. Using either the welcome e-mail sent at the time of account sign up or your
wallet card, fill in the following data into the E-Z fill form.
e Toll Free Dial-In Number
¢ International Toll Dial-In Number
e Audio Participant Code
2.1.3. Click the Install Plugin button for a first time installation. The installation
process will begin.

2.2. Update of Conference Information

2.2.1. Go to http://www.lawconferencing.com/outlook-install-update.php and
using either the welcome e-mail sent at the time of account sign up or the
wallet card enter in the following data into the E-Z fill form.

o Toll Free Dial-In Number
e International Toll Dial-In Number
e Audio Participant Code

2.2.2. Click the Update Plugin button to revise any conference information. The

update process will begin.
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3. Using the Law Conferencing Plugin for Outlook® in Emails
The Plugin adds the Law Conferencing Toolbar to the Email window of Outlook.

| schedule | Audio Conference | Web Conference. | Web Conference - One Time Code ﬁd

Clicking on a button adds the appropriate conferencing information to body of the Email.

The Buttons are ordered in a typical usage sequence from left to right but can be also used in any

sequence.

1.

2.
3.
4

Schedule - | Schedule
Audio Conference -
Web Conference - | web Conference

Web Conference — One Time Code - | #&b Conference - One Time Code

| sudio Conference

Clicking on a button adds the appropriate information to body of the Email.

1.
2.

3.
4,
5.
6.

Note: For Outlook 2000 SP3 and 2002 SP3 a security warning will be presented when you send

Open a new email.

Enter the information you would like to include in the email. You do not need to add
conference access information.

If the Plugin for Outlook® Bar is not visible then select View/Toolbars/Law
Conferencing Plugin for Outlook.

Select the appropriate button(s) on the Plugin for Outlook® Bar and the conference
access information is added to the bottom of the email.

If you selected a schedule button a Schedule form is presented. See the Schedule
Description section below.

Send email.

the email. Select “Yes’ to continue and send the e-mail.
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ﬂﬁ.mlsl!l' E-Bail Invitation - Message (HTHML)
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= | Schedals | Sudo Conferance I\\luann‘rm | 'Web Confenance - Cne Time Code l
|memﬂ %

L. ! Tool Bar with 4
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s=====c==== CONFERENCE ACCESS INFORMATION ==========

The conference wall be held on 2F372009 at 9:30 AM Eastern Time
It wall last 30 Mmutes.
Drouble Click the attached Invitation file to add this te your calendar

Audie Conference Detadls: Conference
Diemestic Toll Free: 111-222-3333 acCcess
Intemnational Toll, 444-555-6666 . .
Participant Code: 58089398 e—— information as

added to the
Web Conference Detals: bndy of the e-
Chick HERE to Join the Web Conference mail

Particrpant Code: 9R3859898
If thas s your frst meeting with Web Conferencing, wee recommend that you perform
a system check to ensure a successhil conference

Click HEEE to begm the check

Any questions please contact customer support & 1-877-797.3339
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3.1. Schedule Description

The Schedule form is shown when a Schedule button is selected. This form collects schedule
information in a similar format to the Outlook Appointment form. This information is added
to the e-mail in the format provided by the button text field configuration. When the e-mail is
sent, an iCalendar file is created. The file will open in an Outlook Meeting Notice form.
Recipients can open the file, automatically addin the meeting to their calendar and can select
Accept, Tentative, or Decline.

Location: |Teleconference

Start time; [11,30,2008 | | 3:00PM =

Erd time: 11 30,2006 | | 3:30PM =

k eeting Options

W Reminder: |1 hour =l L S;F:uﬁs‘\falues

[w &dd thiz meeting to my calendar

0k, Cancel ‘ ‘

3.1.1. Location
Specifies the location of the conference.

3.1.2. Start time

Specifies the start date and time. Changing the start date or time will automatically
change the end date or time, maintaining the same duration for the conference. The start
date and time cannot be earlier than the present time.

3.1.3. End time

Specifies the end date and time. Changing the end date or time does not affect the start
date and time, thus altering the duration of the call. The end date and time cannot be
earlier than the start date and time.

3.1.4. Reminder

Selecting the Reminder checkbox and entering a reminder time will override the
recipients default reminder time. The recipients default reminder will be used if the
checkbox is unchecked.

3.1.5. Add this meeting to my calendar
If this checkbox is checked the Addin will save this appointment to the originator’s
calendar.

3.1.6. Save as Default Values
Check this box to save the Meeting Options values and use them by default when the
Schedule form is opened.
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3.1.7. OK
Select OK to add the schedule information to the e-mail.

3.1.8. Cancel
Select Cancel to not add the information to the e-mail or not make changes to information
already on the e-mail.

3.1.9. Remove
This is only available if schedule information has previously been added to the e-mail.
Select this button to remove the schedule information.

3.2. Audio Conference Description

The Audio Conference button enters into the body of the e-mail or appointment meeting the
following information. The entries are based on the information as provided upon initial
installation or subsequent update.

3.2.1. Domestic Toll Free
Toll free number to be dialed within the domestic US, Canada, US Virgin Islands and
Puerto Rico.

3.2.2. International Toll
Toll number for which International participants can dial in directly or any other
participants who do not have access to toll free dialing.

3.2.3. Participant Code
The code which all participants will need to enter to participate in the conference.

3.3. Web Conference Description

The Web Conference button enters into the body of the e-mail or appointment meeting the
following information. The entries are based on the information as provided upon initial
installation or subsequent update.

3.3.1. Link to join the Web Conference
A direct hyperlink to take the participant to the Start or Join a Web Conference page.

3.3.2. Participant Code
The code which all participants will need to enter to participate in the conference. If the
link is used the participant code will auto-populate in the participant code field.

3.3.3. System Check
A direct hyperlink to a system check that participants can use to verify their computers
settings prior to attending a web conference.
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3.4. Web Conference - One Time Code Description

The Web Conference Details form is shown when the Web Conference — One Time Code
button is selected. This form obtains a One-time Participant Code from the providers server if
this option is selected. The Participant Code replaces the #ParticipantCode# variable in the
button text field.

Web Conference Details

" Use Permanent Participant Code

Permanent
Participant Code: |

f+ lze One-time Participant Code

Ore-time
Participant Code: |
This ene-time Participant Code will be reguired
to start or join the conference

k. Canicel

3.4.1. Use Permanent Participant Code

Select this option to use your Permanent Participant Code. The code will be automatically
entered into the text field. You can change the value of the Permanent Participant Code
for this conference.

3.4.2. Use One-Time Participant Code

Select this option to obtain a One-time Participant Code. The code, obtained from the
providers server will be automatically entered into the text field when this option is
selected.
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4. Using the Law Conferencing Plugin for Outlook® in
Meeting/Appointment Invitations

The Plugin adds the Law Conferencing Toolbar to the Appointment/Meeting window of Outlook.

Clicking on a button adds the Text information to the location and body of the

Meeting/Appointment.
1. Open a new meeting/appointment.
2. Enter the information you would like to include in the notice. You do not need to include

conference access information.
3. Select the appropriate button(s) on the Tool Bar. The access information will be added to

the body of the appointment.
4. Send the Meeting notice.

B Sample Meeting - Meeling

 Ble Edt View [reet Format  Jooks  Actions  Help

gend pcaaps | 08 By | O Reqgrerce.. G cmetigutanin | 14X w g
[l IS AR r U EE S EE

¢ | Budic Conference I'-'-lhl?-:r-"ﬂnt | ‘Wb Conference - One Time Code  Regisher l

spportmect | scheding |
| Tredakions hare rot bisen sent For this messting.

Toy. ||

Subject:  [Tamphe Mestig

Location: |

Stark bime;  [Tue 232009 x| Jioor = T Al day event

Engbime:  [Tus 232009 =| Jimm =]

F Remrder: [15 mrutes =] | sho time as: [ sy -
Meeting Workspace. ., | I™ This & an orline meeting using: ||.1.-|-=:r.|: Fietfdseting ;]

Domestic Toll Frea: 111-222-3333
Imernalsanal Toll 444-555-R0h6
Farticipant Code: SE5G9E30

Web Conference Details:

Click BAL R et | 3es RIS T NC NG, COMUY'S & MCESNagn Eﬂﬁm no Jain bhe Web Conference

Participant Code: SE5E0298
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5. Customizing Your Access Information

You can customize the AT Conference Plugin Buttons using the LC Outlook Plugin Tab. Select
Tools/Options on the Menu Bar of Outlook. Select the LC Outlook Plugin Tab.

options 2| x|

Preferences | Mail Setup I Mail Format | Spelling | Security |
Okher | Delegates LC Cutlook Plugin
Collaboration Buttons

I:ustl:umlze the Collaboration Buttons.
A Button 2., | Button 3., | Buttar 4., | Button 5., |

Abiot
]’CS JCE Technologies Collaboration Addim Version: 7.2.724

Copyright (o] 2005 - 2007 IZ8 Technologes, Ine.
e e 41 vights reserved.

This product Licensed tao:

Jg; X L AW i

[ I Cancel By
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5.1. Buttons

You can define up to four buttons to display in Outlook. There are two types of buttons. A
Text / Hyperlink button can place multiple lines of text and up to two hyperlinks on the
Appointment and E-mail forms. A Schedule button will place Meeting Schedule information
on an E-mail form.

5.1.1. Text / Hyperlink Button

A Text / Hyperlink Button Type presents the configuration window shown below. This
button type is used to add text and up to two hyperlinks to the body of an E-mail or
Appointment.

{8 Customize Collsboration Button 3 T ] A
Bution Appwaiance
W [Bhows ifet tatar]
Emi
Tookin |
* Lescations Tacd e B o Foan
T-dl
[masting soor., telarorlmencs mamben, web LIRL. passoods]
Tisd o Hyoed bk, 1
[ Fuosdion Below e Loga [~ Wzm Fira Prk 5]
Tl ["'=b Condsnce [hated;

Chct BEEH % Jon Fa Wab Conkstance
Puticapesrd Cinder 1204557

[# Cosmiw s Hpperink unng the selscied .
UUFIL Akl | fyipy fmres, Lvacoond evercing, Comn s erveses Ragen phqy 7 schedkds] 23456 T

2l |x]

Flamrry, : ]|
FOTE: AI-lbnuﬂMMHhMEm.m;ﬁtﬂlmhmmﬁlmﬂlﬂhwdmﬂnﬂ.

Teed / Hypeaink 2
[T Pogion Bslow e Logo rU!qFrnPlrJg'Bpl.l

11 et b poun b rraseiarad sl Wiy Dol iniricirg . e i onideaned thid o perloin
4 rvglam kb bnennes & parcegzhd rordsience
Chck 3 besgen e olasch

LEE

[Ey Wy 3

[+ Camala & Hppabnk uing the seleciind bicd
UAL Addeess Ihﬂnl L corimencemarems comfbinaes Trardslssronimencing

F}mﬁm&
MOTE: Awmpﬂn FI'rr-Iﬂ.llEﬂ.1h1lh}dll|lunq‘nﬂwﬁl}\|m-#ﬂmnmldmﬂﬂlEnd.

ok | Caest |

5.1.1.1. Button Appearance
Check the “‘Show this button’ checkbox if you want this button to be loaded on the
Outlook forms.

The Caption and Tooltip have been predefined and cannot be changed.

5.1.1.2. Text / Hyperlink 1

This is the first set of text added to the form if this button is pressed. . The button will
add the text below the logo if the Position Below the Logo checkbox is checked.
Checking the Use Fine Print box will change the font size to small.
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To create a hyperlink within the text, highlight the hyperlink text and check the
‘Create a Hyperlink...” checkbox. You must enter a URL for the hyperlink in the
format of http:// or https://.

A hyperlink is only valid in HTML formatted E-mails. On Appointment Forms or
Plain Text/RTF formatted E-mails, the hyperlink text is replaced with the hyperlink
URL. Enter your text so it makes sense in both environments.

5.1.1.3. Text / Hyperlink 2

This is the second set of text added to the form if this button is pressed. Leave the
text field empty if you do not need a second set. Typically this field is only used if
you need two hyperlinks in your button.

The rules for Text / Hyperlink 1 also apply to this line.

5.1.1.4. OK, Cancel
Select ‘OK’ to save the changes or ‘Cancel’ to discard them.

5.1.2. Schedule Button

A Schedule Button Type presents the configuration window shown below. This button
type will present the Schedule form and add the schedule information to the body of an
E-mail. It will also attach the invitation.ics iCalendar file to the email. This button type
will not be loaded on Appointments.

@ Customize Collsharation Dutton I

Bution Apcesancs
[ [Ehoe thit bt

Capiion ||
Tookn |
Losgaticn Tied Fior rvtalion File

28] 21012

T--dl
[mastng oo, elarorlsencs mamben, web LIRL. passcods]
St Tt

Teed
Tha corlsence will e hald on oD ale® ot A5 Tima® A Tme oned
11 vl ek H0msbonE
Dooaiiohs Tk, Fa atlin=haidd ittt M 12 i b o ool ¢ ibirali

(Earhe: Thi Confastren St on B5iaD alel o BS 6T k]

ECiurstiond] - Duastion caloubsbad hom he S okeduls Windos

Dabe TimMe s e . ol e from e Sebed e Window
Watiablen:

BEncdT e - Enad Tns from thas Scharuis Window

B pesbon - Lincatior from e Soheduls Window

ESlwilhatal - Slan Dol i B 5 elandibs 'alradoe

it Tansld - Silat Tires b e Schadiule '&findos

ETrrelonel - Tore Zores hom Sysien Times Zore Indoamsion

aK | I:.ru:dl

5.1.2.1. Button Appearance
See Text/Hyperlink Button Type
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5.1.2.2. Schedule Text
This text is added to the E-mail body after the Schedule form has been completed.
The Date Time Variables are replaced with values from the schedule form as the
text is added to the form.

5.1.2.3. OK, Cancel
Select ‘OK’ to save the changes or ‘Cancel’ to discard them.

5.1.3. One-Time Code Button Type
Selecting the One-Time Code Button Type formats the button window as shown below.
This button type will present the form used to schedule a One Time Participant Code.

{8 Customize Colshoration Button 4 T ] A
'Btlhl-l’-wl:litz - Wik Dislogr
W [Bhows ifet tatar] Pasicipant Code [1754557
Capteon | jevericn . . IS Ea T
-4 I_m Wﬂ'
Tooln | Tirnis Ptk } e m“““mmkﬂu“&thﬁhum
~ Location Tied for Appscrdmend Fam —

T-dl
[masting soor., telarorlmencs mamben, web LIRL. passoods]
Tisd o Hypeti b 1

'ab Condmssncos [alsd;

T

Chch o Jan Fa ‘Wab Condaianca
Pticarard Code HPwicipantCodesl

[# Cosmiw s Hpperink unng the selscied .
UFIL Ak gy fmrvs, bvacoosnl evencing, Comnyservcer hogin phascheded=S PartcipandCode

NOTE: & Mg b e EHPA, T s o T e o e i e L, s i Appiri s hak TV e

Teed J Hypering: &

2l |x]

11 e b o bt rasethand iy iy Confenercing. v ieconresnd thad v perloim
a pysian b iz enpss s paceashd conlsence
Chck i besgen s ol

LEE

[Ey Wy 3

f+ Comln & Hyporlnk wting the selaciad tizd
LFIL &bt [ty A eordmrencamarsans comSmaes: rardsisweonimencing

Fiviained, il c o e gt P e el Cded)
MOTE: Awm !HnﬂEﬂﬂEﬂiiu1h1ﬁlhdllﬂur-lnﬂﬂl}|m-#ﬂmnWldeﬂlEnﬂ.

ok | Caest |

5.1.3.1. Button Appearance
See Text/Hyperlink Button Type

5.1.3.2. Weblnterpoint
Enter your Weblnterpoint Permanent Participant Code in the Participant Code field.

5.1.3.3. Text / Hyperlink fields
The Text / Hyperlink fields have the same functionality as the fields in the
Text/Hyperlink Button. Additionally these fields can use the variable
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#ParticipantCode# as a placeholder for the One Time Participant Code created when
selecting this button. See Text/Hyperlink Button Type

5.1.3.4. OK, Cancel
Select ‘OK’ to save the changes or ‘Cancel’ to discard them.

6. Remove the Law Conferencing Plugin for Outlook® Toolbar

There are two methods you can use to remove the Law Conferencing Toolbar. You can
temporarily remove the toolbar from use through the Customization form. Or you can
permanently remove the toolbar by uninstalling it.

6.1. Temporarily Remove the Toolbar

The toolbar can be removed from the Outlook Email and Appointment forms separately. To
remove the toolbar from the Email form open a new email form, select Tools/Customize. On
the Customize form, uncheck Law Conferencing checkbox. The Law Conferencing Toolbar
will disappear. To re-instate the tool bar, return to the Customize form and check the Law
Conferencing checkbox.

To remove the toolbar from the Appointment form open a new appointment form, select
Tools/Customize. On the Customize form, uncheck Law Conferencing checkbox. The Law
Conferencing Toolbar will disappear. To re-instate the tool bar, return to the Customize form
and check the Law Conferencing checkbox.

6.2. Permanently Remove the Toolbar

Caution should be taken when permanently removing the Law Conferencing Plugin for
Outlook®. You will have to re-install the addin if you want to use it at a later date. To
permanently remove the toolbar use Add/Remove programs from the Control Panel. Select
Law Conferencing Plugin for Outlook® from the list of installed programs. Select Remove
and follow the directions on the screen.

7. Limitations

e QOutlook 2000 SP3 and 2002 SP3 will present a security warning when sending an e-mail
that contains schedule information from the Schedule button. Select “Yes’ to continue
and send the email.

¢ QOutlook 2000 with Word as the editor does not provide the ability to create command
bars on the email form. If you want to use the Collaboration Addin in your Outlook 2000
emails, you must configure the email settings to not use Word as the editor (Outlook /
Tools / Mail Format / uncheck “Use Microsoft Word to edit e-mail messages”)

e Logos can only be added to HTML formatted E-Mail forms. Email forms using Plain
Text or RTF formatting and Appointment forms use the Logo Text Field.

e Outlook 2000 does not support iCalendar files.

0 The Addin will create a vCalendar file in Outlook 2000.

o If you are using Outlook 2000 and receive an iCalendar file from an Outlook
2002 or 2003 user, you may not be able to utilize the file to add the meeting to
your calendar.

e Outlook 2000 does not properly support reminders.

0 The Reminder fields are disabled on the Schedule form in Outlook 2000.
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8. Known Issues

8.1. Multiple Command Bars
Under the following conditions two Law Conferencing Plugin for Outlook® Command Bars
will be shown on an email form:

1.

2.
3.
4

oo

Word is being used as the e-mail editor.

No Word documents are open.

Outlook is opened and the first thing done is to open a new email.

The Schedule button is used on the new email and the email remains open (not Sent or
Closed).

All subsequent new emails will contain two Law Conferencing Plugin for Outlook® Bars.

Closing the initial email returns the Addin to normal operation.
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