Freeconference Summary

Account Name:  

Account Password:  

To set up a conference call:

1) Go to https://www.freeconference.com/default.asp 

2) Click on Login link in left column, and then enter account name and password above and click go.

3) Click 'Schedule' button on top, and this should lead you through the process.

4) Always use a 'Webscheduled Standard' (i.e., the free conference) option, since this account does not have a credit card for payment on a toll free call or other recording services.  Do not put your card on this account, since this account might have several people scheduling meetings on it.

5) The directions should help you through the rest of the way.

Notes:

· If we need to set up a toll-free conference call (say for a guest we'd like to pay phone expenses for), let me (John Hollister) know and I'll arrange one on my own account.

· We can combine a toll-free with a standard webschedule call. To do this, however, we will need at least one participant who can make a 3-way call.  This person will call into both the toll free and standard conferences set up at the same time and hopefully join everybody up.

· The 'Manage' button gives a list of past and pending scheduled meetings.  You can edit pending meetings by clicking on the 'edit' link in the meeting listing in this window.

· The 'Contacts' button has the mailing addresses/lists that I put in.  Everyone will also have access to it, and hopefully that will work out OK.

