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You are the ‘Chairperson’ for the one-to-one call. 

Joining as the Chairperson for the first time: 

To activate your codes, you will need to record a conference owner name which will heard 

by participants when they dial in. Use the organisation name [service provider]. 

1. Dial the Conference Phone Number [telephone number] .  You will hear — “Welcome to 
the Community Network MeetnTalk conference line, please enter your conference code 
followed by the hash (#) key or just press hash (#)  to speak to an operator” 

 
2. After entering your 5-digit Chairperson Code [_________], you will then hear — “The 

system does not yet have a recording of the conference owner’s name. Please speak 
the conference owner’s name and then press the hash (#) key” 

 
3. After saying the name and pressing hash, you will hear — “Press 1 to accept the 

recording, 2 to review, 3 to record again, 9 to discard” 
 
4. Press 1 to accept the recording, you will hear — “Recording saved.”  Then hang up. 

 

Initially contacting participants’ directly to arrange the first one- to- one call: 

1. Dial into the system using the Freephone number . You will hear 
— “Welcome to the Community Network MeetnTalk conference line, please enter 
your

 
conference code followed by the hash (#) key or just press hash (#)  to speak 

to an operator”. Enter your Chair Code followed by the hash (#) key.  
 

If the code is correct, you will hear — “Code accepted.  This conference is owned by 

— (pre-recorded message).  After the tone, say your name and then press the hash 

(#) key”.  Your name will then be recorded for this session. 

2. You will then hear — “Would you like to record this call? Enter 1 for yes or 0 for no.”  
The system will continue to prompt you to respond; if no key press is made, the 
conference will not be recorded. Press ‘0’ (zero) for no.  
 

3. After this, you will also be asked to provide your own name again, for the introduction 
played to other participants whenever you enter, or exit the conference.  
 

4. You should now have entered the conference.  You are now able to dial-out to bring 
a participant into the call (although there are only two of you for the one-to-one calls 
the system still calls it a ‘conference’ call).  
 

5. Press ‘9’, followed immediately by the participants’ number.  The phone will ring in 
the usual way. Once you have spoken and wish to introduce the individual to the 
conference, simply press ‘star’ (*).  They will then be brought into the conference. 
 

[telephone number] 
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Please use these commands to help you get the most out of your conferencing experience: 

Press Action 

# 

(hash) 
for Operator Assistance  

*1 Mute or un-mute self 

*2 
Lock or unlock the conference. A locked conference does not allow 

anyone else to join (Chairperson only) 

*3 Eject the last user who joined the conference (Chairperson only) 

*4 Decrease earpiece volume (8 exit menu) 

*5 Pause/restart recording (Chairperson only) 

*6 Increase earpiece volume (8 exit menu) 

*7 Decrease mouthpiece volume (8 exit menu) 

8 Exit menu and return to conference 

*9 Increase mouthpiece volume (8 exit menu) 

*0 
Roll call of participants (this is played only to the requester, not to the 

conference) 

e.g. To mute/un-mute, press *1 ['*' accesses menu, '1' mutes/un-mutes] 
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