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Conference call basics
What do you need to get started? 
 
A conferencing account 
Telephone 
Guests 

What details are provided to you? 

Host code – your security code to start the conference 
Guest code – the code you give out to your guests who are joining you in conference 
Dial in Numbers – a list of phone numbers that participants use to join the call, depending on their 
location. 

How	do	I	make	my	first	conference	call?

Dial the number appropriate to your location and enter your Host code. Everyone else will have to 
enter a Guest code. If a guest dials in early, participants are placed on hold until a Host arrives.

How do I record my calls?

The conference call provider will advise you if this is an automated or manual setting. You can also 
get more information on how you can download and save this file for use later.
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5 Questions to ask your conference call  
provider

1. What are the costs?

Find out how much your conference call will cost per minute and look for any hidden costs such as 
contracts and setup fees. Compare that with the pricing plans of other providers.  

2. Are there any contracts or hidden fees?

Once you start using a conference service you may discover various fees and stipulations that 
you didn’t know about. Watch specifically for monthly fees or minimum usage requirements. Some 
providers will charge a monthly fee for toll-free accounts regardless of usage, as opposed to billing 
using a pay-as-you-go model.

3. What technology is used? 

Finding out what technology is used by the conference call provider is important as it directly  
affects the call quality and security. For example, many free conference call providers will be using 
VoIP (also known as ‘Voice over Internet Protocol’), this is a technology that uses the internet to 
transmit your conference call data. Generally, this is not reliable and is of poor call quality.

Make sure the carrier you choose uses fiber-optic lines and digital quality audio that uses phone 
lines rather than the internet.  

4. What support is available?

Many overseas conference service providers are unable to help you when you need it. Assess the 
customer service closely and make sure you have real person to help you at anytime.

5. What type of conference call services do you provide?

Find out more about the company’s offerings on their website. Investigate if they match your  
business needs before you make a decision.

 



Get started with Express Virtual Meetings

How do I setup an account?

You can call us on 1800 704 782 or alternatively you can complete our free online web registration 
at www.expressvirtualmeetings.com.au

There are no contracts, no fees, no setup costs – you only pay for what you use.

When can I start using my account?

Immediately. Once your account is setup, you will receive a confirmation email with the conference 
call number and codes. 

Can I try or demo your service?

Yes, we can setup one-on-one sessions at your convenience. We also have educational webinars 
to learn more about our conferencing service.

Sign up for a demo on our website or call us on 1800 704 782 to arrange a demo - just mention 
this ebook and get a 7 day free trial of our conference call services!

What support do I get?

You will talk to an Australian-based operator, receive 24/7 support and outrageous and stunningly 
good service from our Conferencing Consultants. 

Call us on 1800 704 782 to get started in minutes! 
www.expressvirtualmeetings.com.au
Twitter: @ExpressVM


