\whyge

T T : ‘- videoconferencing
= -

Whygo Americas Inc

User Guide and
Terms & Conditions

WHYGO VIDEOCONFERENCING

Phone +1 (214) 272 2578
Email bookings@whygo.us
www.whygo.us



User Guide and
Terms & Conditions

videoconferencing

This User Guide contains the information that you need to make the most of Whygo’s services
and facilities. In the following pages you will find rules and guidelines, which ensure that our
service is efficient and effective for all customers and that your meetings go without a hitch.
These indicate what you can expect from us, and also what we require of you, to ensure easier
meetings. These rules form part of our legal agreement with you as a customer of Whygo
America.

Who are we?

Whygo Americas Inc is a broker of worldwide videoconferencing facilities. Our services are available
through a centralised on-line booking system at www.whygo.eu or by calling +1 214 272 2578.
Details of the booking process and the centres can be located on www.whygo.us

Bookings
There are three ways you can request a booking:
1. Via the online bookings system located at www.whygo.us
2. Via email by sending your request to bookings@whygo.us
3. Via the telephone on +1 214 272 2578 between 8am and 6pm (CST).
4. Via the online live chat feature located at www.whygo.us

Every effort will be made to ensure that your conference requirements are met, but it is wise to book
conferences as far in advance as possible. If we cannot meet your exact requirements we will try to
arrange a suitable alternative with you.

To ensure the conference runs smoothly we require certain information from you at the time of the
booking. This will include your name, your phone number, your email address, the time and duration
of the conference, the conference room locations, (including ISDN numbers of any private locations
you wish us to call), any parking requirements and any refreshment requirements. Parking,
refreshments and other similar facilities will be provided by the local facility and availability of these
services will vary.

If the person or persons you are meeting with are also in a Whygo meeting room or rooms, the
person booking the meeting ("the organising customer") will be charged for all locations unless they
request that the charges are split. In this instance the organising customer will be asked to provide
the email address of the person paying for the other room or rooms so that we can contact them and
confirm their agreement. Without the other person's agreement to the charging arrangements, the
booking cannot be confirmed.

If you require special services such as document cameras or data presentation capability these must
be requested at the time of booking. These are subject to availability and will incur additional
charges payable to Whygo. We will confirm the meeting request to you via email.

Please note that a booking is not valid until a confirmation email is issued by Whygo. If this is NOT
received when expected, please alert the team at Whygo immediately.
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The venues
Details of our venues and information about the additional facilities they provide can be located on
www.whygo.us

You should bring a print-out of the meeting confirmation to the venue. Some form of
ID (for example a credit card or driving licence) will also be required.

Your venue host will welcome you and show you to the meeting room.

The video connection will be launched automatically at the appointed time and your host will ensure
you are happy with the video call, adjusting the view, volume and lighting to your requirements
before leaving you to your meeting.

Any additional facilities like refreshments, photocopying, faxes, phone calls etc will be provided by
the host as requested and added to your bill from Whygo, billed after the conference.

For your comfort and safety we request you follow all health and safety requirements, local security
policy, and general requirements regarding behaviour (e.g. no smoking)
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