NEXTIVA CONFERENCE CALL INSTRUCTIONS

NEXTIVA CONFERENCE CALL INSTRUCTIONS ARE ESSENTIAL FOR ANYONE LOOKING TO UTILIZE THIS POWERFUL COMMUNICATION
TOOL EFFECTIVELY. IN TODAY’S FAST-PACED BUSINESS ENVIRONMENT, VIRTUAL MEETINGS HAVE BECOME A CORNERSTONE FOR
COLLABORATION, DECISION"MAKING, AND MAINTAINING RELATIONSHIPS ACROSS DISTANCES. NEXTIVA OFFERS A ROBUST
PLATFORM THAT SIMPLIFIES THE PROCESS OF SETTING UP AND PARTICIPATING IN CONFERENCE CALLS. W/HETHER YOU'RE A SMALL
BUSINESS OWNER, TEAM LEADER, OR AN EMPLOYEE, UNDERSTANDING HOW TO NAVIGATE NEXTIVA'S CONFERENCE CALL FEATURES
CAN SIGNIFICANTLY ENHANCE YOUR COMMUNICATION EXPERIENCE.

WHAT IS NEXTIVA?

NEXTIVA IS A CLOUD-BASED COMMUNICATION PLATFORM THAT PROVIDES VARIOUS SERVICES, INCLUDING VolP PHONE
SYSTEMS, TEXT MESSAGING, TEAM COLLABORATION TOOLS, AND CUSTOMER RELATIONSHIP MANAGEMENT (CRM) FEATURES.
ONE OF ITS STANDOUT OFFERINGS IS THE CONFERENCE CALLING FEATURE, WHICH ALLOWS USERS TO HOLD AUDIO AND VIDEO
CALLS WITH MULTIPLE PARTICIPANTS SEAMLESSLY. NEXTIVA'S USER-FRIENDLY INTERFACE AND RELIABLE PERFORMANCE MAKE IT A
PREFERRED CHOICE FOR BUSINESSES OF ALL SIZES.

GETTING STARTED WITH NEXTIVA CONFERENCE CALLS

TO INITIATE A CONFERENCE CALL USING NEXTIVA, YOU MUST FIRST ENSURE THAT YOU HAVE AN ACTIVE NEXTIVA ACCOUNT
AND ACCESS TO THE NECESSARY FEATURES. HERE’S HOW TO GET STARTED:

1. CREATING AN ACCOUNT

- VISIT THE NEXTIVA WEBSITE AND SELECT THE PLAN THAT FITS YOUR BUSINESS NEEDS.
- FoLLow THE PROMPTS TO SIGN UP FOR AN ACCOUNT.
- COMPLETE THE NECESSARY SETUP, INCLUDING VERIFYING YOUR EMAIL AND PHONE NUMBER.

2. LoGGING INTO YOUR NEXTIVA ACCOUNT

- Go To THE NEXTIVA LOGIN PAGE.
- ENTER YOUR USERNAME AND PASSWORD.
- CLICk ON THE “SIGN IN” BUTTON TO ACCESS YOUR DASHBOARD.

SeTTING Up A CoNFEReNCE CALL

ONCE YOU ARE LOGGED INTO YOUR NEXTIVA ACCOUNT, YOU CAN EASILY SET UP A CONFERENCE CALL. HERE’s A STEP-BY-STEP
GUIDE:

1. Access YoUr DASHBOARD

- FROM YOUR NEXTIVA DASHBOARD, LOOK FOR THE “PHONE” or “CALLS” TAB.
- CLick oN “Conrerence CALLS"” TO ACCESS THE CONFERENCE CALLING FEATURES.



2. ScHeDULE A CoNFeErReNCE CALL

Y OU CAN SCHEDULE A CONFERENCE CALL AHEAD OF TIME OR START ONE IMMEDIATELY. HERE ARE THE STEPS FOR BOTH OPTIONS:

To ScHepULE A CoNFERENCE CALL:

1. CLick oN THE “ScHebULE A CALL” BUTTON.

2. FILL IN THE DETAILS:

- TITLE: GIVE YOUR CONFERENCE CALL A RELEVANT NAME.

- DATE AND TIME: SELECT WHEN YOU WANT THE CALL TO TAKE PLACE.

- DURATION: ESTIMATE HOW LONG THE CALL WILL LAST.

- PARTICIPANTS: ADD THE EMAIL ADDRESSES OR PHONE NUMBERS OF THOSE WHO WILL JOIN THE CALL.
3. SET REMINDERS FOR PARTICIPANTS IF AVAILABLE.

4. CLick oN “SAVE” or "SCHEDULE” TO CONFIRM THE MEETING.

To START AN IMMEDIATE CONFERENCE CALL:

1. CLick oN THE “START CALL” BUTTON oOR “INSTANT CONFERENCE.”
2. ENTER THE PHONE NUMBERS OF THE PARTICIPANTS YOU WISH TO INVITE.
3. CLick “CALL" TO INITIATE THE CALL.

JoINING A ConrereNcE CALL

PARTICIPANTS CAN JOIN A NEXTIVA CONFERENCE CALL IN VARIOUS WAYS, DEPENDING ON HOW THE CALL WAS SET UP.

JoINING A ScHEDULED CoNFERENCE CALL

- CHECK YOUR EMAIL FOR THE INVITATION SENT BY THE HOST.
- CLICK ON THE PROVIDED LINK OR DIAL THE PHONE NUMBER LISTED IN THE INVITATION.
- ENTER THE ACCESS CODE IF PROMPTED.

JoINING AN INSTANT ConrFerReNCE CALL

- |IF YOU HAVE RECEIVED A CALL INVITATION, SIMPLY ANSWER THE PHONE WHEN IT RINGS.
- IF YOU ARE JOINING VIA A LINK, CLICK ON IT TO BE DIRECTED TO THE CONFERENCE CALL.

UsING CoNFERENCE CALL FEATURES

NEXTIVA PROVIDES SEVERAL FEATURES TO ENHANCE YOUR CONFERENCE CALL EXPERIENCE. [UNDERSTANDING THESE CAN HELP YOU
MANAGE CALLS MORE EFFECTIVELY.

1. MuTeE AND UNMUTE PARTICIPANTS

- AS THE HOST, YOU CAN MUTE PARTICIPANTS TO REDUCE BACKGROUND NOISE.
- TO MUTE A PARTICIPANT, CLICK THE “MUTE” BUTTON NEXT TO THEIR NAME.



- PARTICIPANTS CAN ALSO MUTE THEMSELVES BY CLICKING THE MUTE BUTTON ON THEIR DEVICE.

2. RecorDING THE CALL

- IF YOU WISH TO RECORD THE CONFERENCE CALL, ENSURE YOU HAVE ENABLED THIS FEATURE BEFORE STARTING.
- CLick THE “RECORD™ BUTTON DURING THE CALL TO BEGIN RECORDING.
- AFTER THE CALL, YOU CAN ACCESS THE RECORDING THROUGH YOUR DASHBOARD.

3. SCREEN SHARING

- |F YOUR CONFERENCE CALL INCLUDES VIDEO, YOU CAN SHARE YOUR SCREEN WITH PARTICIPANTS.
- CLICK ON THE “SHARE SCREEN” OPTION AND SELECT THE APPROPRIATE WINDOW OR APPLICATION.

4. CHAT FUNCTIONALITY

- USE THE CHAT FEATURE TO SEND MESSAGES TO PARTICIPANTS DURING THE CALL WITHOUT INTERRUPTING THE SPEAKER.
- ACCESS THE CHAT WINDOW FROM YOUR CONFERENCE CALL INTERFACE.

TrRoOUBLESHOOTING CONFERENCE CALL ISSUES

DESPITE ITS USER-FRIENDLY DESIGN, YOU MAY ENCOUNTER SOME ISSUES WHILE USING NEXTIVA FOR CONFERENCE CALLS. HERE
ARE COMMON PROBLEMS AND HOW TO RESOLVE THEM:

1. Auplo Issues

- CHECK YOUR MICROPHONE AND SPEAKER SETTINGS IN THE AUDIO SETTINGS OF YOUR DEVICE.
- ENSURE THAT YOU ARE ON A STABLE INTERNET CONNECTION.
- ASK PARTICIPANTS TO MUTE THEMSELVES IF THERE IS BACKGROUND NOISE.

2. UNABLE TO JOIN THE CALL

- VERIFY THAT YOU HAVE THE CORRECT ACCESS CODE AND PHONE NUMBER.
- ENSURE THAT THE HOST HAS STARTED THE CALL.
- RESTART YOUR DEVICE IF EXPERIENCING TECHNICAL DIFFICULTIES.

3. VIDEo QUALITY PROBLEMS

- CHECK YOUR INTERNET SPEED;, A SLOW CONNECTION CAN AFFECT VIDEO QUALITY.
- CLOSE ANY UNNECESSARY APPLICATIONS THAT MAY BE USING BANDWIDTH.
- ENSURE YOUR CAMERA IS FUNCTIONING PROPERLY.



BesT PrACTICES FOR EFFECTIVE CONFERENCE CALLS

T O ENSURE PRODUCTIVE AND EFFICIENT CONFERENCE CALLS, CONSIDER IMPLEMENTING THE FOLLOWING BEST PRACTICES!

- PREPARE AN AGENDA: SHARE AN AGENDA WITH PARTICIPANTS BEFORE THE CALL TO KEEP DISCUSSIONS FOCUSED.

- TesT TecHNOLOGY: CONDUCT A TEST RUN WITH THE TECHNOLOGY YOU'LL BE USING TO AVOID SURPRISES DURING THE
ACTUAL CALL.

- STAY ON TOPIC: ENCOURAGE PARTICIPANTS TO STAY ON TOPIC AND MINIMIZE DISTRACTIONS.

- FoLLow Up: AFTER THE CALL, SEND A SUMMARY OF KEY POINTS AND ACTION ITEMS TO ALL PARTICIPANTS.

CoNcLUSION

NEXTIVA CONFERENCE CALL INSTRUCTIONS PROVIDE A STRAIGHTFORW ARD FRAMEW ORK FOR SETTING UP AND PARTICIPATING IN
EFFECTIVE VIRTUAL MEETINGS. BY UNDERSTANDING HOW TO NAVIGATE THE PLATFORM AND UTILIZING ITS FEATURES, YOU CAN
ENHANCE COMMUNICATION WITHIN YOUR TEAM AND WITH CLIENTS. EMBRACE THE POWER OF NEXTIVA’S CONFERENCE CALLING
CAPABILITIES TO FOSTER COLLABORATION, DRIVE DECISIONS, AND BUILD LASTING RELATIONSHIPS IN YOUR BUSINESS. \W/HETHER
YOU'RE CONDUCTING A QUICK TEAM CHECK-IN OR A DETAILED PROJECT DISCUSSION, MASTERING THE ART OF CONFERENCE CALLS
WILL UNDOUBTEDLY CONTRIBUTE TO YOUR SUCCESS.

FREQUENTLY AskeD QUESTIONS

How DO | START A CONFERENCE CALL USING NEXTIVA?P

TO START A CONFERENCE CALL WITH NEXTIVA, LOG INTO YOUR NEXTIVA ACCOUNT, NAVIGATE TO THE ‘CaLLs’ SECTION, AND
seLecT ‘Conrerence CALL'. FroM THERE, YOU CAN ADD PARTICIPANTS BY ENTERING THEIR PHONE NUMBERS.

CAN | SCHEDULE A CONFERENCE CALL IN NEXTIVA?

YES, YOU CAN SCHEDULE A CONFERENCE CALL IN NEXTIVA BY USING THE SCHEDULING FEATURE AVAILABLE IN THE ‘MEETINGS'
SECTION OF YOUR ACCOUNT. SET THE DATE, TIME, AND INVITE PARTICIPANTS.

\WHAT IS THE MAXIMUM NUMBER OF PARTICIPANTS FOR A NEXTIVA CONFERENCE CALLP

NEXTIVA ALLOWS UP TO 100 PARTICIPANTS ON A SINGLE CONFERENCE CALL, DEPENDING ON YOUR PLAN. CHECK YOUR SPECIFIC
PLAN FOR LIMITATIONS.

ARE THERE ANY COSTS ASSOCIATED WITH NEXTIVA CONFERENCE CALLS?

CONFERENCE CALLS ARE TYPICALLY INCLUDED IN YOUR NEXTIVA PLAN, BUT ADDITIONAL CHARGES MAY APPLY IF YOU EXCEED
THE PARTICIPANT LIMIT OR USE INTERNATIONAL DIALING.

How DO PARTICIPANTS JOIN A NEXTIVA CONFERENCE CALL?P

PARTICIPANTS CAN JOIN A NEXTIVA CONFERENCE CALL BY DIALING THE PROVIDED CONFERENCE NUMBER AND ENTERING THE ACCESS
CODE WHEN PROMPTED.

CAN | RECORD MY NEXTIVA CONFERENCE CALLS?

YES, NEXTIVA ALLOWS YOU TO RECORD CONFERENCE CALLS. YOU CAN ENABLE RECORDING DURING THE CALL BY USING THE
APPROPRIATE FEATURE WITHIN YOUR NEXTIVA ACCOUNT.



WHAT SHOULD | DO IF I'M HAVING TROUBLE CONNECTING TO A NEXTIVA CONFERENCE
CALL?

IF YOU'RE HAVING TROUBLE CONNECTING, CHECK YOUR INTERNET CONNECTION, ENSURE YOU ARE DIALING THE CORRECT NUMBER
AND ACCESS CODE, AND CONSIDER RESTARTING YOUR DEVICE. IF ISSUES PERSIST, CONTACT NEXTIVA SUPPORT.
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