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WELCOME TO EPB MaX UC!

Thank you for choosing EPB Fiber Optics as your business video conferencing solution.

This guide will walk you through the required first steps to help you begin using MaX UC.

Should you need help at any time, we are available 24/7/365 at 423-648-1500.

EPB MaX UC, powered by Zoom, provides audio and video conferencing over the internet, including web
collaboration features such as screen sharing, whiteboard annotations, and presentation capabilities.

Please Note: The screenshots presented in this document are native to Android OS. The iOS app is similar in
functionality but may look slightly different and action buttons may not appear in the same locations.
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LET’S GET STARTED!

Follow these steps to download your EPB MaX UC software to your desktop computer and schedule your first
meeting.

STEP 1

Point your browser to maxuc.epbfi.com and log in using the 10-digit telephone number and password provided by
your EPB account representative.



Manage your MaX UC Service

Eﬁh Fiber Optics

CommPortal Web
Please log in below.
Number:

Password:

Remember me on this computer.

If you have forgotten your password, please contact customer
support.

If you have forgotten your password, please contact EPB customer support at 423-648-1372.

STEP 2
You will immediately be asked to change your issued password to ensure security. Follow the instructions
provided in the Setup Wizard.



Manage your MaX UC Service
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Welcome to CommPortal Setup Wizard

There are a few steps to complete in order to set up your account.

Select "Next" to begin.

i you hawe forgotten your password, please contact EPB customer support at 423-648-1372.
Password requirements include:

o Between 6 and 20 digits (no characters)
« Must not match part of your associated telephone number with your MaX UC account
« Cannot be a numeric sequence (e.g. 123456)

« Cannot have a single digit repeated more than 2 times in a row

STEP 3

Download and install the EPB MaX UC software to your desktop. Click on “Downloads” under the “Support” tab
and “On your desktop.” Save the file, then find the file in your downloads folder and open it to begin the installation
process.

When installing on your mobile device, visit the Apple App Store or Google Play store from your device and
download the application called “MaX UC”. Jump to page 16 to learn more.



Manage your MaX UC Service
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Start ~ Beth Johnson ~

CommPortal. A better way to stay
Connected

All of your devices can now work together in a
single system that's convenient, practical and easy
to use.

[—

]

On your Computer... On your Mobile / Tablet...
Dasktop features are discreet and always Take your desktop features with you,
available when you need them. wherever you go.

Personal Details Security

Bath Johnson

STEP 4
You will then see the MaX UC application on your screen prompting you to make a choice to log in. Select ‘Log in

manually.’

&

Welcome to MaX UC
‘ If you have a login link, go and click it now for easier access.

| have a login link Log in manually
STEP 5
You will then be asked to select your service provider. Click the drop-down option and choose EPB Fiber Optics.
m Service Provider Selection — X

Please select your service provider.
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STEP 6
Sign in to your MaX UC account using the phone number associated with your account and the password you
created in Step 2. Read and accept the user agreement on the following screen.

4] Login - X

Please enter your EPB Fiber Optics login details.
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Login Cancel

CONGRATULATIONS! You're ready to schedule your first MaX UC meeting.

USING EPB MaX UC ON YOUR DESKTOP

When you launch the MaX UC Meeting app on your desktop, your control panel gives access to various functions.

B Max uc - m| X
File Tools Help

¢ Jane Smith
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Create Schedule

Join a Meeting

View Upcoming Meetings

View Recorded Meetings

If you received an invitation link, tap on the link again
to join the meeting.

A. Start a meeting instantly and send the invitation via your default email. Or, copy the meeting link to send in a



different email or by text.

B. Schedule a one-time or recurring meeting. Set the date, time, and length of the meeting, and specify various
other audio and video settings for the meeting. Choose the calendar application you wish to use and then
“Schedule.” This will open the meeting invitation on the calendar you specified where you can select the
participants you want to invite.

C. Join any meeting on your calendar without accessing the invitation. Simply enter the meeting ID or personal
link name. You can also choose to join with or without video and audio.

D. View upcoming meetings that you've scheduled. Within each scheduled occurrence, you can start the meeting,
copy the invitation, edit the details or delete it.

EXPLORE YOUR HOST MEETING WINDOW (DESKTOP)

When you launch the EPB MaX UC Meeting app on your desktop, your control panel gives access to various
functions as the host.

LK ] Meeting
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Mute or unmute your audio. Set your Audio Click on Share Screen and choose the deskt
Settings and set up and test your microphon op or individual application window that you
e and speakers. want to share.

Conduct live polls and share results immedia
tely during a meeting

n Toggle the video on and off. Set your video s
with attendees.

ettings and add virtual backgrounds.

As a meeting host, you can lock a meeting, Click to start, stop or pause a meeting

“ enable a waiting room, and control if users ¢ recording. The saved recording
g | an share screens, chat and rename themsel automatically appears in your list of recorded
ves. Meetings.

Send participants to breakout rooms
automatically or manually. Set how long parti
cipants are in their rooms before returning to
the main session.

Click to see who has joined your meeting. H
over over names to mute and see additional
options. Hosts can also invite more attendee
s from the participant window. See the next

pags for more information about the n Provide applause or thumbs-up reactions to

participants’ window. meeting participants.

End meeting for all attendees or leave and a

ssage to another meeting attendee. The “mo .
ssign a new host.

re” icon provides more control.

H Click to open a Chat window and send a me

SETTING AND CHANGING YOUR EPB MaX UC PREFERENCES ON YOUR DESKTOP

Your EPB MaX UC service has many preferences that you may customize from how your meetings are scheduled
to the access your participants have when they join. To get started, click on “Tool” and “Options.” The window will
appear with four categories of settings you can customize.

] Max ucC
File Tools Help

C Options
Apps

View Account

A. General preferences (see image below) allow you to identify where you want recordings saved locally and if
you want to enable accessibility mode, designed to make the MaX UC more accessible to blind or visually
impaired users.

B. Meetings preferences include how you invite participants, what functionality they have when they join and how
you can interact during the meeting. See page 8 for more.

C. To select or view the audio equipment that you want to use with MaX UC, click the “Audio” tab.

D. Click on the “Video” tab to select and test available video sources (built-in webcams or externally connected
devices).
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Meetings Audio Video

Max UC PREFERENCES — Meetings Tab

The Meetings tab allows you to set how your system app joins meetings, invites participants to them, and
behaves when meetings are live. Below are some items to note:



[Z] Options

ON O BNl
General Meetings Audio Videa

Jain

[4] Connect audie when starting or joining Cl icking i Edit“ a | lows
[] Enter full screen when starting or joining

you to set a custom
email template to be

[ Mute my microphone when joining

[] Tumn off my video when joining

[ Copy the meeting URL to Clipboard when starting used when creating

— meetings from MaX UC.
Diak-in number: 423-648-1004 You can also select the
Email invitation:  Edit  English (United States)  ~| — language to be used as
Changing the email language will not affect custom messages. the default.

Meeting

[C] Enter full screen when viewing the shared screen
[~] Scale the shared screen to fit window

[] Hide non-videa participants

[] Confirm before leaving meetings

[[] Use dual monitors . .
This option allows you

to download and install

Create and schedule online meetings fi within Outlook. ;
Download Outiook Plugin | _ the Outlook plugin that

Dutlook Plugin

Outlook 2010 or higher (2007 with limited features). allows "'OU to schedule
Meetings directly from
Advanced Settings your Outlock calender.

Clicking “Advanced Settings” opens a browser window to
view/modify advanced Meeting, Recording, and Telephone settings.
See page following page for more information.

e

Meeting Recording Telephone

ADVANCED MEETING PREFERENCE SETTINGS

Meetings Tab: Schedule Meeting

« Host Video — when selected, starts the meeting with the host video. The default is off.

« Participants’ video — when selected, starts the meeting with the participants’ video. The default is off.
Participants can change this at any time after they join the meeting.

» Audio Type — determines how participants can join the audio portion of the meeting. Telephone and Computer

Audio is the recommended setting.
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Meeting Recording Telephone

Schedule Meeting Schedule mm
In Meeting (Basic)

Host video
In Meeting (Advanced)

Start meetings with host video on
Other

Participants video
Start meetings with participant video on. Participants can change this during the meeting.

Audio Type

Determine how participants can join the audio portion of the meeting. When joining audio, you
can let them choose to use their computer microphone/speaker or use a telephone. You can also
limit them to just one of those audio types. If you have 3rd party audio enabled, you can require
that all participants follow the instructions you provide for using non-Meeting audio.

(o] Telephone and Computer Audio
O Telephone
) Computer Audio

E

The descriptions within the preferences tab provide an overview of each function.

Join before host
Allow participants to join the meeting before the host arrives

Require a password for Personal Meeting |D (PMI)

Embed password in meeting link for one-click join

Meeting password will be encrypted and included in the join meeting link to allow participants
to join with just one click without having to enter the password.

Require password for participants joining by phone
A numeric password will be required for participants joining by phone if your meeting has a
password. For meeting with an alphanumeric password, a numeric version will be generated.

Mute participants upon entry
Automatically mute all participants when they join the meeting. The host controls whether
participants can unmute themselves,

Upcoming meeting reminder

Receive desktop notification for upcoming meetings. Reminder time can be configured in the
Meeting Desktop Client.
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Meetings Tab: In Meeting (Basic)
The descriptions within the preferences tab provide an overview of each function.

In Meeting (Basic)

Require encryption for 3rd party endpoints (SIP/H.323)

By default, Meeting requires encryption for all data transferred between the Meeting cloud,
Meeting client, and Meeting Room. Turn on this setting to require encryption for 3rd party
endpoints (SIP/H.323) as well.

Chat
Allow meeting participants to send a message visible to all participants

|| Prevent participants from saving chat

Private chat
Allow meeting participants to send a private 1:1 message to another participant.

Auto saving chats

Automatically save all in-meeting chats so that hosts do not need to manually save the text of
the chat after the meeting starts.

Play sound when participants join or leave
Play sound when participants join or leave

Co-host
Allow the host to add co-hosts. Co-hosts have the same in-meeting controls as the host.
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Polling
Add "Polls’ to the meeting controls. This allows the host to survey the attendees,

Screen sharing
Allow host and participants to share their screen or content during meetings
Who can share?

") Hostonly  ‘© AllParticipants ()

Who can start sharing when someone else is sharing?
O HostOnly ) All Participants (%)

Disable desktop/screen share for users

Disable desktop or screen share in a meeting and only allow sharing of selected applications.

Annotation
Allow participants to use annotation tools to add information to shared screens

Remote control
During screen sharing, the person who is sharing can allow others to control the shared content

Nonverbal feedback

Participants in a meeting can provide nonverbal feedback and express opinions by clicking on icons in the
Participants panel.

Allow removed participants to rejoin
Allows previously removed meeting participants and webinar panelists to rejoin

Allow participants to rename themselves
Allow meeting participants and webinar panelists to rename themselves.

Hide participant profile pictures in a meeting

All participant profile pictures will be hidden and only the names of particlpants will be displayed on the
video screen. Participants will not be able to update their profile pictures in the meeting.

Meetings Tab: In Meeting (Advanced)
The descriptions within the preferences tab provide an overview of each function.
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In Meeting [Advanced)

Breakout room
Allow host to split meeting participants into separate, smaller rooms

Remote support
Allow meeting host to provide 1:1 remote support to another participant

Closed captioning
Allow host to type closed captions or assign a participant/third party device to add closed
captions

Save Captions
Allow participants to save fully closed captions or transcripts

Far end camera control
Allow another user to take control of your camera during a meeting

Virtual background
Allow users to replace their background with any selected image. Choose or upload an image in
the Meeting Desktop application settings.

Waiting room

When attendees join a meeting, place them in a waiting room and require the host to admit
them individually. Enabling the waiting room automatically disables the setting for allowing
attendees to join before host.

Show a "Join from your browser” link

Allow participants to bypass the Meeting application download process, and join a meeting
directly from their browser. This is a workaround for participants who are unable to download,
install, or run applications. Note that the meeting experience from the browser is limited

Meetings Tab: Other
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Other

Personal Meeting |ID

116-8835-5400 #

https: fepbmaxuc.accessionmeeting.com/j/ 11688355400

Personal Link

https:/epbmaxuc.accessionmeeting.com/my/wauS4u »

Personal Link is an alias of your personal meeting URL https: fepbmaxuc.accessionmeeting.com/j/ 11688355400,
It must be 5 to 40 characters.

It must start with a letter and can contain only letters (a-z), numbers (0-9) and periods (7).

Recording Tab

« From the Recording tab, choose to allow recording for the host and all participants.

« Choose to have meetings recorded automatically. You will need to toggle this on and off if you do not want all
meetings recorded automatically.

Meeting Recording Telephone

Recording

Local recording (\I

Allow hosts and participants to record the meeting to a local file

e Hosts can give participants the permission to record locally

Automatic recording C)

Record meetings automatically as they start

Recording disclaimer ()

Show a customizable disclaimer to participants before a recording starts

Telephone Tab

« Within this tab, you may mask the numbers of your dial-in participants from appearing. Please call EPB at 423-
648-1500 for any changes to the other functionality in this tab.



Meeting Recording Telephone

Toll Call
Include the selected numbers in the Meeting client and the email invitation via the international numbers link.

Participants can dial into meeting with the numbers

Only IT admin can make changes for this setting X

United States of America +1 423 648 1904

Mask phone number in the participant list C)

Phone numbers of users dialing into a meeting will be masked in the participant list. For example: BBB****666

Global Dial-in Countries/Regions
Click the Edit lcon to choose countries/regions that frequently have participants who need to dial into meetings
The dial-in phone numbers of these locations appear in the email invitation, and can be used by participants

dialing in from those locations

United States of America ¢

DOWNLOADING AND INSTALLING EPB MaX UC ON YOUR ANDROID DEVICE

With MaX UC, you can also schedule and conduct meetings from the convenience of your mobile phone or tablet.
Follow these steps to download and use the EPB MaX UC mobile app on your Android device.

STEP 1

Open your Google Play Store and search for “MaX UC.” When located, download the app.

B Q i

MaX UC

Metaswitch Networks

Install

S SD .

STEP 2

Once downloaded, open the app and select “Login.” Choose EPB Fiber Optics as your carrier and enter your 10-
digit number associated with your MaX UC account and your password. You can choose to remember your
password on your device to skip this step moving forward. If you need assistance logging in, please call EPB
customer support at 423-648-1500.



¢ Choose Carrier Login

Emery Telcom

Encore Communications, Inc. =
e#.ﬂ Fiber Optics

Enhanced Telecommunications Corporation

Please enter the details for your EP8 Fiber Optics

Entouch Ceount
EPB Fiber Optics | Phone / Email
EPlus Broadband Password @
everstream

Remember my password

Login .
Execulink Telecom .
Login
Join a Meeting Expectel
ACTIVATE SERVICE

FairPoint Northern Mew England
FORGOTTEN DETAILS?
Farmers Mutual Telephone Company

Fidelity Communications

FirstComm

USING EPB MaX UC ON YOUR ANDROID DEVICE — CONTROL PANEL

Your MaX UC control mobile app aligns with the functionality on the desktop control panel.

A. Start a meeting instantly and send the invitation via your default email. Or, copy the meeting link to send in a
different email or by text.

Schedule a one-time or recurring meeting. Set the date, time, and length of the meeting, and specify various other
audio and video settings for the meeting. Choose the calendar B. application you wish to use and then
“Schedule.” This will open the meeting invitation on the calendar you specified where you can select the
participants you want to invite.

C. Join any meeting on your calendar without accessing the invitation. Simply enter the meeting ID or personal
link name. You can also choose to join with or without video and audio.

D. View upcoming meetings that you’'ve scheduled. Within each scheduled occurrence, you can start the meeting,
copy the invitation, edit the details or delete it.



° Create o Schedule
o Join a Meeting
° Upcoming Meetings

If you received an invitation link, tap on the link
again to join the meeting

a (2]

Contacts Meetings

USING EPB MaX UC ON YOUR ANDROID DEVICE - IN MEETING
Your MaX UC control mobile app aligns with the functionality on the desktop control panel.



Mute or unmute your audio. Set your Audio Settings and set up and test your microphone and speake
rs.

Toggle the video on and off.

Click to share content from your photo library, a website URL, or a bookmarked web page.

Click to see who has joined your meeting. Hover over names to mute and see additional options. Hos
ts can also invite more attendees from the participant window.

Click the More tab to access reaction emojis, chat functionality, meeting settings, and virtual
backgrounds. You can also minimize the full-screen meeting window to the upper right corner of your
mobile device.




USING EPB MaX UC ON YOUR ANDROID DEVICE — MEETING SETTINGS

Clicking on “Meeting Settings” within the “More” tab while a meeting is in progress enables you to access options
to better customize your meeting experience. The interface is intuitive and easy to use, but if you have any
questions about your settings, please call EPB anytime, 24/7, at 423-648-1500.



Meeting Settings

SECURITY

Lock Meeting

Waiting Room O

Allow Participants to:

Share Screen O

Chat with Everyone

Rename Themselves O

HOST CONTROLS

Meeting Topic Beth Johnson's Meeting
Mute on Entry
Play Chime for Enter/Exit

GENERAL

Always Show Meeting Controls

Touch Up My Appearance

Closed Captioning O

Show Name when Participants Join o

Show My Connected Time

USING EPB MaX UC ON YOUR ANDROID DEVICE — PROFILE & SETTINGS

Your profile can be accessed by clicking the “gear” icon in the upper right corner of your launch screen. You can
change associated emails, manage contact settings and report a problem. As always, we are here to help at 423-
648-1500 should you need assistance.



Profile & Settings Close

Sam Miller

1221234567
ACCOUNT SETTINGS

Password

Account Email

CONTACTS
Display All Contacts
Contact Source All
ANALYTICS

Collect Usage Data O

Help improve the application by sending
additional data about you and your usage to
the application developer, your service
provider or both.
MaX UC EULA

About

Report a Problem

Log Out

P
@~ Fiber Optics
We are here to help 24/7/365. Please call 423-648-1500 for EPB MaX UC local customer service anytime

day or night.
For more information about additional EPB Fiber Optics products for your business, please visit

www.epb.com.
Thank you for being an EPB Fiber Optics customer.
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