Fnights of Columbus

Instructions to Setup a Method to Conduct Virtual Meetings

There are many tools out there that can be used for the purpose of holding virtual meetings or conference
calls. The one ware presenting happens to be the one in use by our State Council for their meetings. These
instructions are intended for the Council/Assembly member(s) that would most likely host the meetings.

The tool selected is from Free Conference @dittps://www.freeconferencecall.confFCE It is free to use.

And is one of the easier tools for thesmes. It can support up to 1000 participant¥our experience and that

of the attendeeswill be highly dependent on the quality of your internet servi€& Gimultaneoushsupports

those that are technically challenged by allowing attending via phone only and for video conferencing to allow
for visual presentations and the use of web cameras to see attesd

If you aretechnicallycomfortable, skip to the last page in this documenttioe short version.

In all cases, if you do not feel camnfable with trying this yourself or are stuck, please feel free to contact
either Marty Beatty, State Program Chair at (406)-9393membershipwest@montanaknights.or@r Bernie
Adams, State Webmaat at (406) 4319514webmaster@montanaknights.ortp help you through this.

In all cases, after you have completed the steps, please test with several of your Council or Assembly memb:
BEFORE you firsfficial meeting. Again, Marty and Bernie would be more than happy to attend to give
further instructions.

Let’s Begin: EEE

@ Free Audio Conferencing | FresCor' X +

C & freeconferencecall.com o Q % @ 0 B 8 &k ® =60

Conference alls hosted by Free
ConferenceZall can be attended
by using a landline, cell phone,
Smart phone, tablet or computer. -
Tohost a me_eting, you should us P \ ';‘
an app on elther your smart A Conferencing Solution You Can Feel
phone or computer. Good About

We offer all the features and capabilities of the largest
paid-for conferencing brands but for free. Why? Because

Step 1- Access the web site. z:;:’;'Li;;i:;x;zg:;::ﬁ::gf:;:’p;;f::;;?:zw_ :
'ou can pay a little, that’s great. Our revolutiona a)

O b b d ?vhatyzup cZn pricfingI Ietsm)j/g%(u paywhateveryomjr btryhi;k);s S -

pen a web browser and procee el crepta  plaxs Wherd pacgle 4 ek i LRI

to the Web address z'elzlyconr:ectglndsr‘:ge. pepes . ¥

www.freeconferencecall.com

You will be presenting with a

screen shown at the righNOTE: if

you already have an account, clicl

the LOGIN button on the upper
See why 98% of our users surveyed say they would recommend our conferencing services to a friend or colleague.

rlg ht Our most popular features fit your needs — whether for work or play. Instantly connect with up to 1,000
participants. All made possible by our reservationless conference calling service. It's next-wave conferencing for your
life, your way.

,,‘_,‘ ] (- ® Q

encing Video Conferencing Screen Sharing Recordings Global Access

& To FreeConferenceCall.com

{3 FreeConferenceCall.com' Features

A Free Conferencing Tool for Life
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Setup a new account

@ Free Audio Conferencing | FresCon X +
& C (| @ https://www.freeconferencecall.com o Q & @ 0 B 86 & @ = S I
See Everything That Comes With Your Account And Learn How You Can Contribute To FreeConferenceCall.com

@S FreeConferenceCall.com Features  Support  Morewv  Online Mestingsv  Community Forum  For Business  For Podcasts & | (304)8441322 Logh

@ Free Conference Call

A Conferencing Solution You Can Feel
Good About

We offer all the features and capabilities of the largest
paid-for conferencing brands but for free. Why? Because oy Ml

we believe everyone deserves access to world cl3

o or
communication tools, even if they can't pg *
you can pay a little, that's great. Q p
what you can pricing lets you pay whi ink i Bysionin e of o
fair, and you can feel good knowing

helps create a place where people all over the world can
freely connect and share.

A Free Conferencing Tool for Life

See why 98% of our users surveyed say they would recommend our conferencing services to a friend or colleague.
Our most popular features fit your needs — whether for work or play. Instantly connect with up to 1,000
participants. All made possible by our reservationless conference calling service. It's next-wave conferencing for your

life, your way.
Audio Conferencing Video Conferencing Screen Sharing Recordings Global Access

Step 2: Enter in a valid email address. This will become the user ID for the new accouiyou want a
“unique” email address, we suggest going to Goog
HelenaKC844@gmail.caand set it up to forward all related email to your regular email account.

Next, fill in thepassword. Use one that is easy to remember. |.E. Council844
Step 3: Click the ‘Create My Free Account’ button
It will take a few seconds before the next action occurs.

If you entered in a unique email address, (one that has not been used for thedBditrer Free Conference
Call account, you will receive a message that the account has been successfully created.
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Your Account is Now Active

zom/profile/account-info-sign-up - Q % @ 0 B 6 Kk @&

Your Account Is Now Active

This information has also been emailed w you.

0 Audio Credentials

Dial-in number: —= (978) 990-5000

International dialHin numbers: @ View list

Access code: 475519

Host PIN: 1343

Tip: Use these credentials for all future conferences.

e How It Works:

Host a Conference Call Host an Online Meeting

If you click thé‘Host an Online Meeting” butt on, it wil | (shoakelowlaiwillt o a
allow youto download a desktop applt also gives you instructions on hosting a meeting.

Don’t worry you wil!/ be able to find this | ater

Host an Online Meeting x

Download the desktop app.

At the time of your conference, open the desktop app and enter your
email and password.

Click Play and select items to screen share.

Click Camera and select your audio preference to start video,
conferencing.

Go Back Get Desktop App
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| f y 0 Hosta Confezekice Call” |,
it will take you to a dialogue bdkat
will allow you invite participants for a
voiceor videoconference call. It also
gives you instructions on lsting a
meeting and the settings.

In the secondary dialogue box, it will
show you the content you would
include in an email or text message

Host a Conference Call x

nvite participants.
At the time of your conference, call the dial-in number

Enter the access code,

Enter the host PIN to access phone keypad commands.

Go Back Invite Participants

inviting participants to your

conference call.

Don’'t worry you \
this later. For now, click the red X to
close the dialogues.

Invite x

Dial-in number (US): (578) 920-5000

Access code: 475519

International dial-in numbers: https://fccdlinf/ifbadamsmt

Online meeting ID: badamsmt

Jein the online meeting: https://join.freeconferencecall.com/badamsmt

For additional assistance connecting to the meeting text "Help" to the Dial-ln number above. Message and data rates

may apply.
It Copy to Clipboard Invite by Email

See more options
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i t Accowsnt Daghlmoard wsi H d witrhge ny cau rti hvee

Account Dashboard

After closing
information.

t hese

On the right side is Quick actionsnenu with several optionsWe will cover several of these items next.

Quick actions

a Host Meeting

*] Join Meeting

& Invite

@ History & Recordings

£F Setings

Note in theAccount Informationthat the Online meeting s simply the left half of the email address you
used to create the accountThis is generally not a very description ID. It is one of the many things you can
change in the settings area of the Dashboard.

ﬁ Menu w

Online Meetings w

Meeting Wall w

Account Dashboard

FY

Log Qut -

Account Information

Dial-in number

Change Photo

Edit

(978) 990-5000

Wiew [0 of intermational dial-in numbers

47!

Online meeting 1D
Host PIN

Playback number

Cl i c settingse
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View Playback Mumbers

B VATl ~ad W ™

b p t heanenu bthe tight side of the Dashboard.

Quick actions

a Host Meeting
W Join Meeting

& Invite

@ History & Recordings

-ﬂ- Settings

Learn More About One M
Our Most Popular Add-On
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There are many settirgyevealed when you select the option. Fortunately, there is orilgradful of interest
at this time. As you become more familiar with the application, you can tweak asdeed

Settings

T h &entral Informatioh ar ea of settings contains a couple o
your account and the notices, etc.

Menu & Online Mestingsv  Meeting Wall v

Back to Top General Information

General Infarmation

Account Information l l l

Meeting Settings

bernie@amc-hin.com ] &= Send Verification Email
Add-on Configurations

Country Language
Ol N
ug-ins and Integrations United States v nelish v

Account Options ime 2

Mountain Time T

Show U.5. only

&, Change Password

& Resend Info

Change Photo

First- add values to théirst Nameand theLast Namdields. We suggest using somethuhgscriptive to your
Council/Assembly. Such as:

First Name: KC
Last Name: Council #999%0 Dot

Next, if you want, change thiemailto an email address that should receive @spondence and conference
call reports from the systemWhen donegcl i c kSave 6hanges” b u tf yoa want to discard your
changes and stGmned” odwert,onc.l i ck the *
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Account Information

Nexton t he | ef tAcceuntdndormatoimerw ptianh e °

'ﬁ‘ Menu v Online Meetings w Meeting Wall » Log Out -

Account Information

Back to Top
General Infor n Dial-in number

- . the de umbe a nt a & nurr best suite
Account Information I
Meeting Settings 5 Toll
Add-on Configurations

Mote : Dial-in numbers may Not be avallable in all countries. In some CaSes partudipants from these countries

Plug-ins and Integrations may see dial in number from USA.

Account Options Access code

672( Generate New Access Code

Online meeting ID

Host PIN

Copy Reports

NANANNNNNNAANAN

rrrr 2727272, - BB,

If you desire, you can change thmline Meeting Io something that may be more appropriate than the left
part of the original email address used to setup the account.

It should be changed to a value that moresgty represents your Council or Assembly.

For exampletwodotkc9999

When satisfied wit BavgChanges'c hbauntgteosn,. cl i ck t he

I f you want to discar d vy oCancel’c hbauntgteosn .and start ov

At this time, those are the only are the only settings that need to be changed.
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Account Dashboard
Settings

Payment Info

Ba Invoice History Ges
Ge - - First N
History & Recordings )
A LA
Ac
Invite Email
Me
he
Ad Support
Count
Pl .
Community Farum U
A
e Time

Customer Care: % [344) 344-1322 M

To return to the Account Dashboargp to the menu at
of t heMen&b amalg & ,h esn&ctodrkt

the top
Dashboard” .

If you changed your Online meetilh, it should now beeflectedin the Account Information.

This is a good time to point out that the phone number and access code will always be the same for all your
meetings This make it easy to create a template for inviting attendees.

@‘ Menu w

Cnline Meetings »

Account Information

Dial-in number

Access code

Change Photo  Eliminate Aceeds Co

Meeting Wall »

Account Dashboard

(978) 990-5000

View [t of international dial-in numibers

47!

ades with One Number

Online meeting 1D
Host PIN

Playback number
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Wiew Playback Numbers

Log Qut

Quick actions

a Host Meeting

W] Join Meeting

&4 Invite

@ History & Recordings

-ﬂ- Settings

Learn More About One Mumber,
Dur Most Popular Add-On
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The Desktop App

If you downloaded and installed the desktop app at the time you set up your account, skip to the next page.

If you missed downloading and installing the desktop app for Free

o Quick actions / Conference Call, you can find a link at the following locatiorhentebsite.

5000 & HostMeeting Make sure you are at thAccount Dashboard and click the menu option
&) Join Neeting “ H_ost Meeting” _ fr ani(?kta(tti@rmenu on the right side. That will
2059 & invice bring you to a dialoge boxwi t h a b i g HgstrOsliaerMedting® .t o n
(® History & Recordings
s -ﬂ- Settings
1636 You can invite people to your meeting from this dialogue as well.
Learn More About One Mumber,
Our Most Popular Add-On
Click theHost Online (3 Freeconterencecail.com*
Meeting” button to bring
you to theDownload Audio Information Host Information Edic
menu. Dial-in number: @ & (975) 500-5000 KC Council #844 Helena
. P.C. Box 41069
Save the install and install| Aces:coac@ 672059 PIN Long Beech O 908
the app When prompted Online meeting ID: @ helenakcg44 support@freeconferencecall.com
International dial-in numbers: @ @ View iz
Download Instructions x
o e ° Note: the SAVE dialogue shown below may or may not reflect
the prompt you will see on your computer.
Download Open Run
The FCC_installer.exe file Save andfor go to your Select FOC_installer.exe 1o
= downloading. Down: :ac:":\lce' o visw nstall and launch.
File name: I FCC_installer_230416a 14b0acc9cf3169f2ccf9970f exe j
Help Save as type: IAppIicatiDn (*.exe) j
: Folders | Save | Cancel |
=4
OnceFCC app isstalled, you will have an ICGidded to your desktop that looks like this: @
Any time you want to create or host a meeting, doubleclick this icon. =
9|Page
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To be the Host for a meetingind the Free Conference Call icon on your deskiiuble-clickthe
a@ icon to open the app

Host a Meeting

FCC

FreeConferenceCall - 0O X
il
]
Join Host
Join a mesting Start or record a mesting :
+ Invite
Check connection
You will be presented with thdialogue boxshown above If you have notloggedinyet cl i ck t he
item in the uppoer right corner. Once logged in, you Hast a meeting you have previously scheduled by
c | i cHost'nAnd/or you cansend invites to people to schedule a meeting.

Additionally, you can join another meeting byckint h #oin® b ut t on
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Online Meeting |D: helenakc844

Welcome to the meeting

There are no attendees in the meeting.

Dial into the meeting
£ United States
Access code:

PIN:

sync your phone to the desktop app.

lobby.

(978) 990-5000

672059*
7993#

If you are already dialed in, press #7993# to

or

I Computer audio

9 L
M udio Video hare  Record dees  Chat

=

X

Qreferencesand endleavethe
meeting.

As people join the meeting, the
attendee count will increase. To
see who is signed in, clidket
Attendee icon and it will givgou a
list.

The person who is speaking will be

presented in the large box. Or the
person making the mostoise will
show up here as we(l.E. calling in
from a car generates a lot of noise
It is always good idea as the host

to suggest that people mute
themselves unless they want to

talk.

When you end a meeting, Free
Conference call will send a

& ~ m
Mute Audio Video

When you Host'
presented with this dialogue.

Click the‘Computer Audio’

ckku tt theen

button

you

to

web camand microphone on your computer for the

meeting.

This will take you to the meetinglote all the

various icons on the bottom of the meeting form.

It providesyou theattendeecount,the ability to

turn on and off youweb cam mute your

microphone recordthe meeting, change

Online Meeting ID: helenake844

Attendees (3)

.' & n

Close video panel Hold

+1 (406) 431-9514
BERNIE ADAMS

o 2 @ A®

Share Attendees Chat Mure Leave

+ Invite participants

tyou (2D

Bernie Adam...
helenakc844@gmall.com

+1(408) 431-8614
BERNIE ADAMS

Bernie 2

summary of the meeting attendees to the email address on file in yocount settlngslf you opted to record
the meeting, yowvill also be given aapportunity to save the recording.

As you get more comfortable, you cahare your screeto display a graphic or some other items. Or you can
pass it onto one of the attendees that may have something to show as well.

Usage of this feature ibeyond the scope of this document.

11|Page

As of: 03/20/2020

S



Fnights of Columbus

Settingup an account:

Go towww.freeconferencecall.com

Enter in a email address andpassword Passwrod does not have to be the same asahe for your emalil
account.

Then click Create and Accouht @
Click or‘Host a meetint, download and install the desktop app. i
Invite you attendees.

NOTEFor you accaint, you will always use the same call in number, access aod®©nline ID for all
meetings. Once you have these wad somewhere, they are easy to copy and paste into a meeting notice.

To host a meeting:
Doubleclick the desktop ‘@ icon
Select Computer Audio

Wait for the attendees.

Note: If you have a smart phone, you can go to the App store and download the Free Conference Call app to
make it easier to hostr attend a meeting from your smart phone. Be sure to only install the app that uses the
above icon and is named Free Confereall.

In all cases, if you do not feel camnfable with trying this yourself or are stuck, please feel free to contact
either Marty Beatty, State Program Chair at (406)-9393membershipwest@montanaknights.or@r Bernie
Adams, State Webmaat at (406) 4319514webmaster@montanaknights.ortp help you through this.
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