1/29/2010

Coordinating Meetings and Conference Calls . . .

We have had some discussion about the appropriate use of WebEx and what options are available to us as we plan meetings and conference calls. Below you will find a summary of different methods, costs that might be associated, etc. We do recommend that if you are planning a conference call and document/computer sharing is not necessary, please use another method beside WebEx because it is a higher cost to the organization than other methods.
If you are using other methods to coordinate meetings, conference calls, etc. and would like to share that information, please send them to Lee Ann at Johnson.82@cfaes.osu.edu and this document will be updated. This document will be posted as a resource on the South Central Region webpage.

Conference Calls

Web Site – FreeConferenceCall:

http://freeconferencecall.com
This free teleconferencing service is simple to use, requiring only a name and an email address to receive an instant account. FreeConferenceCall will provide you with a dedicated dial-in number and an access code for the free teleconferencing services, which are ready for immediate use. Your free teleconferencing line is available to you 24/7. Each free teleconferencing account accommodates 96 callers on an unlimited number of 6 hour conference calls. Long distance charges may apply, but there are no additional charges from FreeConferenceCall.com.

FreeConferenceCall accounts also come with FREE conference call recording! So not only is the recording service free, it's accessible by phone or computer, with no additional charges for downloading. You can distribute, archive or even send recordings to your listeners via RSS and podcast – for FREE. To access the new free teleconference recording features register for a recording account. You will receive instant account access with recording passwords and playback instructions.

List of total services offered at this site:

http://www.freeconferencecall.com/pdf/services.pdf 

Cost: 

Free Conferencing Corporation’s free conferencing and voice messaging services provide a toll dial in number and each caller is responsible for any long distance charges if applicable. 
The toll-free services provide a toll-free (800) dial in number and the account holder pays for each caller of $0.06 per minute.
Qwest:

Many of our offices are using Qwest for long-distance service. Because the rate of this long-distance service was negotiated through the State of Ohio Contract, it is very inexpensive long-distance. 
Cost:

We currently pay < .03 per minute.

OSU/Units:
http://units.osu.edu/business/multiconference.php 

You can schedule a Meet-Me or Operator Assisted conference call by contacting Ohio State’s Directory Assistance Staff at 614-292-6446. You must be a current OSU faculty or staff member to order this service. A maximum of 55 ports are available, depending on other requests previously received. Please contact them several business days in advance of your requested conference call date. This will help ensure that the number of ports you require are available at the time you need them and provide ample time to schedule your request. When placing your request, we will need the following Chart Field information for billing purposes: Org #, Fund #. They will also need the date and time of your conference call, the number of ports you will need, and contact information.

Two types of conference calls are available, Meet-Me and Operator Assisted.

On a Meet-Me Conference Call, each participant is provided with a unique meeting ID number for the conference call. The participant then dials into the teleconference bridge at the prearranged meeting time. Meet-Me calls can take place 24/7.

Cost:

Port Fees: $4.45 per hour for each port used (one port is needed for each participant). *Port fees are billed to the person ordering the conference call. 

Long Distance Charges: Each participant calling in from a long distance location is responsible for their own long distance charges incurred. 

On an Operator Assisted Conference Call, it is coordinated by one of Ohio State’s Directory Assistance Operators who contacts each participant to establish the call. Operator Assisted calls are available between 8:00am and 4:00pm, EST, Monday through Friday. 

Cost: 

Port Fees: $4.45 per hour for each port used (one port is needed for each participant).*Port fees are billed to the person ordering the conference call. 

Long Distance Charges: The person ordering the conference call is responsible for all participants' long distance charges and provides the Directory Assistance Operator with a Long Distance Authorization Code to establish the call. 

The Conference Bridge also offers several optional features so that you may customize your conference call. Contact the Directory Assistance Staff at 614-292-6446 to learn more about this service and the features available.

WebEx:
WebEx combines real-time desktop sharing with phone conferencing so everyone sees the same thing while you talk. It’s far more productive than emailing files and struggling to get everyone on the same page over the phone. And it can often eliminate the need for people to travel and meet on site.

Currently, Extension Administration has a contract with WebEx (Cisco) which is administered by Rob Luikart of Communications & Technology. Our current contract is limited to eight hosts who can schedule a WebEx for you. These individuals include Marusela Anders, Micki Daniels, Cheryl Fischnich, Lisa Jinks, Debi Lewis, Beth Rigsby, Bonnie Scranton and Lisa Troyer.

Extension Administration is paying the cost of using the WebEx system and does not charge back to the individual units for this service at this time.
Twenty-five individuals can participate in a ‘regular’ WebEx at one time (when sharing of documents is necessary) and is billed at ~ .0725 per minute/per caller. Administration receives a statement that shows the itemized number of WebEx connections, number of individuals participating and number of minutes used by each. If the WebEx has over 25 participants, the cost is $15 per person.

WebEx is a good method for sharing documents and does have a conference call only feature (no document sharing), however, this is billed at the same rate at the document sharing feature (.0725 per minute). Other cheaper methods of conference calling are encouraged.
Cell Phone:

Many of you have cell phone plans with minutes that you are not using each month. If you use your cell phone to make a conference call, be sure to find out how many minutes you have remaining on your account for that month because conference calls can quickly eat away at your minutes.
Video Conference

IP Video:

OSU Extension has a few locations in which IP Video cameras are available. This connection allows groups/individuals to link to another location, allowing face-to-face discussions and sharing of documents. Locations that currently have IP Video can be found at http://oardc.osu.edu/videocal/videounits.asp  

Skype:
http://www.skype.com/ 

With Skype’s free software you can chat with free Skype-to-Skype calls and not worry about cost, time or distance. Get your co-workers to download Skype so you can talk, instant message (IM) or make video calls at no cost. You can also make calls to phones and mobiles at home and abroad at great rates too.
Scheduling

Doodle:
www.doodle.com
Doodle takes the pain out of finding the right date and time for a group of people to meet and makes scheduling virtually effortless. The basic service is a free online coordination tool which requires neither registration nor software installation

In addition to scheduling events, Doodle also supports polls in general. That is, groups can conveniently decide on options other than dates.

Cost: Free
Meeting Wizard:
www.meetingwizard.com
MeetingWizard automatically does the following: sends invitations to participants proposing alternate times, summarizes their responses, updates you on the results, sends confirmations, sends optional reminders prior to meetings 

MeetingWizard requires only that you and your participants have access to e-mail and a browser.  It uses the simplest technologies possible, ensuring that all of your guests will be able to use the system. 

The system typically works in a 3-step process.  

1. You invite participants providing a number of optional dates/times. 

2. Participants respond to invitations by indicating when they are available. 

3. You confirm the meeting or event after reviewing responses. 

In addition, there are many other features that ensure you don't forget important details, and that all participants receive complete information about meetings. 

Cost: Free - the basic service allows you to schedule as many meetings or events as you like. 
Outlook:
Using Outlook to keep track of meetings can save you time and prevent aggravation because Outlook uses e-mail and the calendar to keep the details straight. To get the best use from this feature, it helps to understand who's who and what's what in Outlook meetings. View this course for more details on how to use Outlook for scheduling meetings.
http://office.microsoft.com/training/training.aspx?AssetID=RC011659751033 

Time to Meet:
http://www.timetomeet.info/
TimeToMeet is a web-based tool for finding a common meeting time with other people without the tedious back-and-forth of scheduling over email. It uses a quick and visual way of gathering when everyone is available and finds the best times that work for all. 

TimeToMeet also makes it easy to schedule phone and conference calls. It takes care of any time zone differences so that you don't need to think about them. 

TimeToMeet can automatically synchronize your calendar from Outlook, iCal or Google and show your appointments all in one place. You'll always see when you have time and when you don't.

Again, if you are using other methods to coordinate meetings, conference calls, etc. and would like to share that information, please send to Becky at hooper.2@cfaes.osu.edu for inclusion in the next Monday Messenger.
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