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Audio Conferencing 
 

Conference Call A conference call, also known as an audio call or a 
teleconference, is a conference held using telephones. There is 
no visual element. 

 
Host and Guest Access Codes 
 

 

 The conference organiser is provided with a Host Access Code and Guest Access Code by a 
conferencing consultant. 

 
Host Access Code:                  The host of a conference is the account holder and is 

responsible for the access codes. 
The host code is the 8-digit code used by the host to access 
the conference. Only the host uses this code – everyone else 
uses the guest code. This number should be kept confidential. 

 
Guest Access Code:                  The guests are the people who have been invited to join the 

conference. The guest code is the 8-digit code used by all the 
guests to access the conference. 

 
Holding Your Conference 

 
Holding a conference is simple and straightforward. There are only 3 steps: 

 
Organise:                                  Arrange the date and time of the conference (bearing local time 

zones in mind), and send your guests all the relevant details 
including the dial-in numbers and Guest Access Code. 

 
Dial:                                           The host dials in and enters the Host Access Code followed by    

the hash (#) key. The guests dial in and enter the Guest Access 
Code followed by the hash (#) key. 

 
Start:                                         Once the host dials in you can start conferencing! Any guests 

already in the conference will be kept on hold until the host 
joins. 

 

 
 
 
“Don’t know what ‘conference group’ means?  
  If you have different teams and departments in your organisation 
  who will need to conference, we can create multiple groups in 
  your account so you can have separate conferences and also  
  see who used the service on your invoice.” 

 
 
 
 

 
Understand words often  

used in conferencing 
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Choosing Which Number To Use 

 
Knowing which numbers to use for every situation can save you money and time. 

 
National Toll Free        

 The National Toll Free number is used within Australia in places where 
there is no Local Access Number 

 Use this number when you have guests in both metro and regional 
locations 

 You can send just one number to large numbers of guests 

 The host pays the carrier costs 

 
Local Access Numbers 
 

 Local Access Numbers are the numbers used to dial into conference from 
certain places within Australia, such as the capital cities 

 Use this number when your guests are all metro-based 

 Sydney guests call the Sydney number, Melbourne guests call the 
Melbourne number etc. 

 Each guest pays the carrier cost at the price of a local call 
 
International Toll Free Number  
 

The International Toll Free number is used to dial into conference from countries other than 
Australia. We have toll free numbers for many countries but for countries that do not have a toll 
free number guests can use the Australian National Toll Free Number instead, although they 
may incur international call charges. 

 
 
Web Conferencing 
 
 
Web Conference This is a combination of audio and visual conferencing. As well as the 

phone connection, a visual presentation can be made by logging into a 
web conference and sharing computer screens with up to 30 participants. 
There is also the capacity for Voting and Chat as well as webcam 
viewing. 

. 
Presenter  The host does not have to be the presenter – they can hand over 

presentation rights to any participant. Multiple presenters can contribute 
to one web conference. The presenter makes their presentation by 
sharing their screen with the guests. 

 
Video Conference A video conference is where two or more designated meeting rooms are 

equipped with specialised video conferencing technology. This allows 
participants to see the people in the other meeting rooms rather than 
seeing documents on the screen. 

 
VoIP This stands for Voice over Internet Protocol. It means that the service 

uses an internet connection to join participants. Be aware that the quality 
can be lower than when using telephone lines. 

 
Webinar Presenters are able to share documents while giving a lecture or 

presentation online. Guests are able to dial in to hear the presentation 
and can ask questions by typing into messaging software. 
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