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Conference Bridge 
Moderator User Guide 

 
There are several conference call options that are associated with the holder of the Moderator Security Code.  Below is a 
brief description of the options and the instructions for use of each feature. 
 
Silence/Lecture Mode: 
This setting allows the Moderator to silence the participants from talking to one another, forcing them to only hear the 
Moderator speak.  

 Press: *5 - To Activate Silence/Lecture Mode 

 Press: #5 - To De-activate the Silence/Lecture Mode 
 
Mute Mode: 
This setting allows the Moderator to mute all the participants from the call, allowing the moderator to speak and not be 
heard by participants. 

 Press: *6 to activate 

 Press #6 to de-activate 
 
Secure Conference: 
This feature will allow you stop additional participants from entering the conference call. The Moderator  should do this 
once you know everyone is on the call. If the feature is activated and someone tries to enter the conference, the 
system tells them the conference has been secured and they are denied access. The Moderator can un-secure, allow 
others to enter and then re-secure at any time. Prior to activating, take a verbal roll call to see who is on the call. 

 Press *7 to activate 

 Press #7 to de-activate 
 
To Play the number of Participants: 

 Press:  #8 
 

Recording the Conference Call: 
 
Moderators are allowed to record the conference call and listen to it at a later time.  The recorded conference call will 
be available to re-play up to 5 business days after the actual call.   

 Press: *2 - To Activate the Record Mode 

 The Moderator will be asked to enter a conference file number; any number can be entered, then Press #. 
Please remember to write this number down as it will be needed to retrieve the recorded call.  The system will associate 
this number with your Participant Code. 

 Press: 1 - To start conference recording or Press: * - To cancel recording mode 

 
If the Moderator starts the recording feature before all participants enter the call, a tone will be heard as each 
participant enters the call.  The recording feature will end when the Moderator hangs up and disconnects the call. 
 

At the end of the call, please terminate the Conference and disconnect all parties on the call: 
 
To ensure that all Participants hang up properly from the Conference Bridge, the Moderator should 
Terminate the Participants at the end of every Conference by using the following method:   Press:  ## prior 
to hanging up. If you forget to do this, please dial back in with the Moderator Code and then Press ## 

***Failure to do this step may cause the next conference call to have a bad connection. 
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Retrieving and Listening to a Recorded Call: 
 
As the Moderator, you will need to remember and input the Conference File Number that you saved the recorded 
conference call as earlier. 

 
 Dial 6-3363 

 Enter your Participant Conference Security Code and Press: # 

 Enter the Conference File Number and Press: # 

 
The system will list all the play back controls you have during the call. 
To skip directly to the call: Press: * 
Once the call is completed, the conference bridge system will disconnect the call. 

 
Play back control options: 

 Press: 1 - To Rewind short (30 seconds) 

 Press: 4 - To Rewind medium (180 seconds) 

 Press: 7 - To Rewind long (360 seconds) 
 

 Press: 3 - To Fast Forward short (30 seconds) 

 Press: 6 - To Fast Forward medium (180 seconds) 

 Press: 9 - To Fast Forward long (360 seconds) 
 

 Press: 5 - To Toggle pause and resume playback 


