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Navigation Overview
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PHASE A PHASE B PHASE C PHASE D
Information Gathering Wordly Configuration Bot Integration Teardown (Post-
(Prerequisites) (Pre-Meeting Setup) (15 Minutes Prior) Meeting Protocol)
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The Deployment Workflow at a Glance

Gather Setup Launch End
Basic Info, Links Session Creation, Bot Invite, Teams Close,
Languages Mic Check Billing Stop



Essential Prerequisites

Primary Speaker Teams Meeting
Language & Time (Must be
Additional D calculated in
Languages (Max 8 Taipei Standard
total) Time)

Teams Meeting
[:] Teams Meeting Link Name

(In English)

&1 NotebookLM



Accessing the Wordly Portal

| Bookmark Recommended

portal.wordly.ai ¢
Emai Access Key: Request
ﬁ the Evershine corporate
e email and password
( ) directly from Zoe Chiu.

@ Pro-Tip: Multiple translation sessions can be run simultaneously
= from a single account.
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Creating a New Session

8 e

() Dashboard

+ Add Session

/'

Step 2

B3 Projects

i) Reports \

{3 Settings Step 1
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Configuring Session Details

New Session

Title Scheduling
Title Convention —ﬁ Set Start Date, Start
SduectéRisnad] - —— G T / Time, and Duration
[Teams Meeting Topic] = ®©

Duration

Example: Zoe_Evershine o R apd
Monthly Meeting v Visibility

Pin Toggle Pin to lock the
__-___ session onto the
operational dashboard
screen
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Defining the Language Parameters

Languages
Step 1: Set Primary Language
Set up mamy primary Chinese (Mandarin) v f— (Engli SE e COrR e::; i d? g
language over select
tags, multi-select.. Select language... X

<————— Step 2 Addupio Stotal speaker

English (Mandarin) languages.
g- I Example: Chinese (Mandarin) +
English (US)

| English (US) + Japanese
English (US)

English (US)
Japanese (US)

A CRITICAL: Auto Select MUST be Enabled. This allows the Al to

dynamically switch between multiple spoken languages.

Auto Select m 44—




Generating Attendee Access

=3

il et QR Code Email Delivery
2 Note: The generated Link ID
Session ID precisely matches the Session ID.
e [ o i
Attendee Link Teams Chat
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The Integration Bridge (T-Minus 15 Minutes)

Session > Get Links to Join _ - -
> Invite Meeting Bot B participant List

E]
=
&
B

54
(URL:// )

Teams Meeting Link Wordly Engine

Must include https://

Wordly Bot
Successfully Joined @ Wordly Bot
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Bot Admission & Audio Verification

Admit to Room Provide Clear Audio

Wordly Bot is waiting in the lobby m

k

The translation engine requires
high-quality, continuous audio input
from the host/speakers to function.
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Onboarding Participants via Chat

- Participant List ] e m
5
‘ i
. @ Iranslation service is available.
"ost— Click the link and select your

language. We recommend
We recommend opening on a
smartphone/second device to
@ wordly ot view slides and captions
simultaneously.
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Post-Meeting Teardown Protocol

1. Leave Meeting 2. End Session

Bot leaves the room Billing stops only when the

automatically upon closure. A session is manually ended
in the Wordly portal.

R
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Retrieving Translated Transcripts

oy ——

Session History Transcript
(Optional Download)

A

Access full session transcripts based on specific translation
needs directly from the history dashboard.
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Platform Responsibilities Summary

"\ 0%¢
o s
Actions in Wordly Portal Actions in Microsoft Teams
® Create Session ® Host Meeting
v Configure Languages v Admit Bot from Lobby
v Invite Bot v Paste Attendee Link in Chat

v End Session (Stop Billing) v Ensure Clear Microphone Audio
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