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EIPT Six-Party MEET-ME CONFERENCE Bridge Instructions
	Bridge Access Number
	Owner Name
	Access Number
	Owner Access Code Permission

	
	
	
	

	
	
	
	


Use the Meet-Me Conference to set up a dial-in conference call for up to six participants. The conference participants can be all internal callers, all external callers, or a combination of the two. The bridge can also be used in conjunction with the conference capability of your desktop Avaya phone. To begin your conference call…..
Distribute call-in information to conference participants
· Send the bridge information to each person, whom you are inviting to participate in the conference call. 
· Remember to include a date and time for the conference, along with the number to dial and the access code.
· If you are the owner of the conference bridge, you may change the access code to a number of your choosing (see instructions below). Please keep a record of your private access code, it will not be available to the system administrator should you forget it. 
Gaining entry to the conference call
When a participant calls the Meet-Me Conference telephone number, each caller hears an announcement that says:
· “Welcome to the Office of Information Technology Services Meet-Me Conferencing service. Please enter your conference access code now.” Each caller enters the access code after the announcement plays.
· Once the correct access code is entered, the conference call participant will hear the following announcement; “You are now joining the conference call”
· Each participant on the call will hear an entry tone for each new participant on the call.
· If the access code the participant dials is invalid, the system plays an announcement that says: “We’re sorry; the access code you entered is incorrect. Please enter your conference access code again.” After three unsuccessful tries the system will play an announcement that says: “We’re sorry; the access code you entered is incorrect. Please contact the conference host for assistance. Good bye.” The caller is then disconnected.
· When the Meet-Me Conference already has the maximum of six parties on the call, the system will play an announcement to the seventh caller saying: “This Meet-Me Conference is full. Please contact the conference host for assistance. Good bye.” The caller is then disconnected.
Exiting the conference bridge

Callers hang up after the call. Participants remaining on the call will hear an exit tone for each party leaving the conference. 

For conference bridge owners

Changing a Meet-Me Conference access code

Local (internal) telephone users can change access codes. However, an access code must first be administered through system administration before a telephone user can change a code. If the “Owner Access Code Permission” permission box is checked “yes” in the table above, you have the ability to change the conference bridge access code to a number you prefer. 
Note: The access code must be six digits.  Access codes can only be removed by the system administrator.
To change a Meet-Me Conference access code:
· Dial the Feature Code #23 for Meet-Me Conference.

· When you hear dial tone, dial the Meet-Me Conference Bridge Number, 754-xxxx, and then press the pound key (#).

· Dial the current access code, and then press the pound key (#).

· When you hear dial tone, dial the new access code, and then press the pound key (#).

· Dial the new access code again, and then press the pound key (#).

· When you hear the confirmation tone, hang up the telephone.

If any errors occur during this operation, you will hear intercept tone. This indicates that the access code is not changed. You must start over.
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