STEP BY STEP INSTRUCTIONS FOR SETTING UP A CONFERENCE CALL

Go to this website http://www.freeconference.com  

1) Click “log in” and enter the details below:

Login:  nelsonisland

Password:  alaska

2) Then click “schedule” at the top and select the Web-Scheduled Standard (not the premium 800), then click next

3) Enter the number of participants (I usually put about 12).  Then select the date and time of the call and the duration of the call, then click next

4) Enter a participant code (you can choose a new code or you can use 545646), then click next

5) On the next screen, you may or may not see the organizer access code – if you do see it, you can ignore it because all anyone needs to join the call is the participant access code.  Click next.

6) On the next screen, you’ll see a list of selections (checkboxes).  You can leave everything as is, and then click next.

7) The next screen will ask you if you’d like to send emails to notify participants.  You can select No and then just call everyone to let them know about the call, or you can select yes if you would like to send them emails.  (I usually select No and then call everyone).  

8) If you select no, and click next, the next screen will ask you if you want the call recorded.  This costs money so DON’T check anything, then click next.  

9) The next screen will ask you to confirm the conference.  YOU MUST CLICK THE “Confirm this conference” BOX OR THE CALL WILL NOT BE SET UP.  

10) Once you click the “Confirm this conference” it will give you the phone number that participants will need to call and will list the participant access code that everyone will need.   (again you can ignore the “organizer access code”).  

Now you’re done and the call is set up!  

