
Tips for a Successful Conference Call
Read our top tips for getting the best out of your audio service.
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LIMIT BACKGROUND NOISE WITH CONFERENCE MUTE

Background noise can seriously impact the quality of your call. This can be avoided by making sure you’re in a quiet 
area with limited interruptions.  If background noise can’t be avoided, place yourself on mute until you need to 
speak. You will still be able to hear everyone else in the conference, but noise from your line won’t impact the call.

You can mute the line from your smartphone or by pressing 4#. To unmute, press 5#.

TAKING AN OUTSIDE CALL DURING A CONFERENCE

If you are using a mobile phone and you answer an incoming call during your conference, you will effectively place 
the conference ‘on hold’. This will play your mobile phone provider’s ‘on hold’ music into the conference for all of the 
other participants to hear. Should you need to accept a call during the conference, please mute your line. This can 
be done from your smartphone or by pressing 4# on your keypad. When you return to the conference, press 5# to 
unmute your line.

RECORD YOUR CONFERENCE

Recording your conference calls makes it possible to share your meeting discussions with participants that were 
unable to attend, and can also be used as a minute-taking facility. Recordings are available via CD or FTP file and are 
stored on a secure server.

TAKE CONTROL WITH CONDUCTOR WEB

For unassisted conferences, Hosts can manage their conference from our online control panel, Conductor Web. This 
allows the Host full control over the conference, with the ability to view all participants on the call, mute and unmute 
lines, and manage all conference settings.

Login to Conductor Web Here:
https://services.choruscall.com.au/ConferenceServer/login.html

WHAT TO DO IF YOU HAVE A PROBLEM DURING A CONFERENCE

Press *0 for immediate assistance. This will get the attention of an Operator who will be able to address any issues. 
Our Operators are available 24/7

For more information, download our Unassisted User Guide or contact your Relationship Manager, Victoria Trevaskuson 0448801601 or  
vtrevaskus@choruscall.com.


