Conference Call Procedures


Our local and long distant carrier is CTC Communications. You do not have a time limit on the length of your conference call and you do not need an account number. You may call at anytime, any day of the week to set up a conference call. Follow the instructions to initiate a conference call. The reservation operator will walk you through the procedure.

For reservations, questions, help, advice and service, call: CTC at 1-800-883-6100 or fax 1-800-394-1862

Give the reservation operator the following information:

1. Your name and telephone number

2. Company name

3. Date and time of the conference call

4. Name of the person that will be the moderator of the conference call

5. Type of conference call will always be Dial-In. We have an option of Dial-In or 800 Dial-In. Dial-In the customer pays for the long distant call. 800 Dial-In DSI will pay for the long distant charges. This feature is convenient if participants are traveling or away from the office.

6. Ask for music on hold

7. No operator assistance needed, unless you want that feature

8. No roll call needed; unless you want that feature

9. No need to have the call taped, unless you want that feature

You will be given a designated phone number. Give your parties the designated phone number and when your parties call in have them tell the operator the moderator’s name. If at any point during the conference call you require operator assistance you may access the operator by pressing *0.

Conference Call Procedures 

Local Callers

If your conference call involves only three participants and they are not long distant please follow these instructions. Establish each call individually before using the Conference feature. If the second call is busy or there is no answer, disconnect the line by pressing the RLS button.

1. Make or answer the first call

2. Put the call on hold by manually pressing the Hold button

3. Dial the second call or press the line button of an existing held call

4. When the second call is connected press the Feature 3

5. Press the line button of the first held call to establish a conference.
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