Conference Phone Quick Guide
Conferencing with only 1 party

Press “Hook” key to obtain dial tone

Dial required party number.

You can add further participants by following the guide below.

Conferencing with 2+ parties

Press “Hook” key to obtain dial tone.

Dial 1st participant number – When answered advise that you are setting up a conference call and ask them to please hold.

Press “Meeting” key to obtain dial tone. (This might by marked “R” or “Recall”)
Dial 2nd participant number – When answered advise that you are setting up a conference call and ask them to please hold.

Press “Meeting” key to obtain dial tone.

Repeat this process until all required parties are added (up to 7 internal/external numbers).

When you add the last party:

Press “Meeting” key to obtain dial tone.

Dial **42 – you will hear a beep and all parties are in conference with each other.

