
  
Hoow to Makke a Conferrence Calll 

 

On SShoreTel 1100 IP  
1. Whilee on the firstt phone call, ppress the Conference buttton.

 
2. Dial tthe extensionn number or 9 + 1 + off--campus phoone number ++ your accouunt code.  
3. Press Conference again to addd the third paarty in and sttart the actuaal conference with all threee parties.  
4. You ccan have up to a total of four parties oon a confereence call. 
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On SShoreTel 2330 IP 

1. Whilee on the firstt phone call, ppress the Conference buttton.

 
2. Dial tthe extensionn number or 9 + 1 + the off campus pphone numbber + your acccount code.  

a.. Press the soft button uunder where the screen saays “Confrn”” to add the third party inn and start 
the actual conference wwith all threee parties.  

b. Press the soft button uunder where the screen saays “Conslt”” to consult wwith the thirdd party to 
make suree he or she wwants to join tthe conferennce, then hit tthe soft buttoon where thee screen says 
“Yes” to aadd the thirdd party in andd start the acttual conferennce with all thhree parties.  

 
 

3. Repeaat this process to add in aa fourth partyy. (You can oonly have a ttotal of four parties on a conference 
call.)
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On SShoreTel 5600 IP 
1. Whilee on the firstt phone call, ppress the Conference buttton.

 
2. Dial tthe extensionn number or 9 + 1 + the off campus pphone numbber + your acccount code.  

a.. Press the soft button uunder where the screen saays “Confrn”” to add the third party inn and start 
the actual conference wwith all threee parties.  

b. Press the soft button uunder where the screen saays “Conslt”” to consult wwith the thirdd party to 
make suree he or she wwants to join tthe conferennce, then hit tthe soft buttoon where thee screen says 
“Yes” to aadd the thirdd party in andd start the acttual conferennce with all thhree parties.  

 
3.

 
 Repeaat this process to add in aa fourth partyy. (You can oonly have a ttotal of four parties on a conference 

call.) 
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