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TELECONFERENCING INSTRUCTIONS
The Teleconferencing service is through Verizon and available 24/7 from any touch tone phone.  The maximum number of users on any conference call is 20.  Each host will have an individual permanent Leader and Participant Pass code along with an assigned toll free number (United States users only) and a toll access number (International users).  Please make sure to use the toll free or toll access numbers assigned to you—it will not work without them.  You will receive a wallet card in the mail with both of your assigned numbers.
FOR LEADERS: 

1. Give the participants the date and time of the conference call, the access telephone     number and participant code number

a. The toll free access telephone number is for USA only (Each host has a different access telephone number so make sure to use the one sent with your Leader/Participant pass codes)
b. The toll access number is to be used for International users (Each host has a different access telephone number so make sure to use the one sent with your Leader/Participant pass codes)
2. Dial your access telephone number 

3. Enter your Leader pass code followed by the # key

4. You will be asked to state your name followed by the # key.   At which point you will then enter the conference.
As a Leader there are additional features that can be used by pressing the * key plus the number below while in conference mode.  If you choose to enable Option 9, please do that at the beginning of the conference.

*1 – Private Help Menu – After entering Private Help, Press *0 - A Verizon Rep will  
        come on the line to help.  This option can be used when a disruption is causing 

        difficulty for the conference to continue.  
Example: When an attendee steps away and sets the receiver down causing background or feedback noise or when an attendee places the phone on hold causing the “hold music” to play.  The Verizon Rep can determine which caller this is coming from and disconnect that user.  For this user to re-join the conference he/she must call the access number and participant pass code again.


*2 – Roll Call – Announces to the conference group the names of all the participants


*3 – Roll Call – Announces only to the Leader the names of all the participants. To 

        cancel the roll before it has finished Press * 
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*4 – Mute or Un-mute the entire conference except for the Leader                                                      
Example: If there is a formal presentation being made and only the leader needs to speak. When the presentation is finished the Leader can un-mute for responses by Pressing *4
*5 – Enable the Conference to continue once the Leader has left the conference.
Example:  If an issue arises requiring the leader to exit the conference, he/she can allow the conference call to continue without him/her.  The leader can rejoin the conference by dialing their access number and Leader pass code.


*6 – Mute or un-mute individual line. (This feature can be used by participants also)

Example: If there is a lot of background noise or an individual needs to respond to someone in the office he/she can mute their voice but can continue listening to the conference.

*7 – Lock or unlock the conference. (This feature is for Secured Calls.) The Leader 

        can lock in the conference and only the participants that have been announced can 
        participant.  No one else can enter the conference unless the unlock feature is               
        used. 

*8 – Dial an additional telephone number within North America to join the 
   
                            
        conference
a. Dial the area code and number to add to conference (There will be a pause to connect to the number)
b. Once the party is on the line, *1 will bring the new participant into the call
c. *2 will disconnect the number – Press *1 to re-enter the conference.

*9 – The leader can select the type of notification settings that would be heard when 

        a participant joins or leaves the conference call. You will hear what is 


        currently selected and you will have the option to change it to one of the 


        following, after which, you will need to press the * key to be brought back 

        into the conference.

a. Press 1 to “Announce the Participants Name” The system states the name of the participant as they join/leave the conference.
b. Press 2 for “Tone” A double tone will be heard when the participants join/leave the conference.
c. Press 3 for “Silent Mode” No tone or name announcement will be heard when participants join/leave the conference. 
d. Press * to re-enter conference

FOR PARTICIPANTS:
1. Dial in the access telephone number provided by the host


2. Enter the Participant pass code given by host followed by the # sign


3. You will be asked to state your name and will enter the conference or music will be             heard until the Leader has entered the conference


4. As a participant you may mute or un-mute your phone at any time by Pressing *6
