How to Setup a Conference Call on the Shoretel Phone System
1. You can bring together up to ten people on a conference call. On a Windows PC open your
Shoretel Communicator, click on the Orange swirl and select Conference Web Portal under
Windows. It will open this window in your browser. **Note: On a Mac, open a browser and enter
conference.asburyseminary.edu. You will get a login window when you select the My Conferences
tab. Once you login with your Shoretel Communicator credentials, you will see this screen. If you
don’t know your login or password, call the Help Desk.

2. This Conference Bridge can do other things like Web Presentations but we only have the license
for Audio Conferencing. Click on Add a Conference and it will open the following window.
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3. You can change the conference name from My Conference.
4. Set a time for the call and the length or leave it open with Reservation-less. If you do set a time,
make sure you leave time at the beginning and the end, or the call will end at the set time, even if
you aren’t done talking.
5. Put in a description. This description is for your own use.
6. You can leave the Login section alone because that is for the Web Conference that we don’t have.
7. It gives you the Participant code that everyone will be asked for when entering the conference
call.
8. The phone number of +1(859) 858-2050 is the number that people dial. Of course on-campus that
is just 2050. You will see later that if they are long distance they have a toll free number to call of
1-855-ATS-CONF, which is 1-855-287-2663.
9. You can set the Participant Announcement to None, Tone, or Detailed which will make them say
their name. The Detailed selection lets you know who is coming and going during a call.
10. Once you are done with the settings, select Submit. You will see the following window.

11. You see the access code, the name of the conference and some of the detail, the time it starts and
duration. You can now invite people through email. Click on the Invite envelope and you will see
the following window.
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12. Don’t click on Open My Email. Enter email addresses separated by commas. Change the Subject if
needed. You can add more to the message but you will see that it has the basic things needed in
there like the phone number and Participant code and at the bottom is the time of the call in the
Eastern time zone.
13. Part way down is a section that says to Click the link below and then has a couple of lines of a link.
That is for the Web Conference which we don’t have, so I would delete those few lines so the
receiving party doesn’t get confused. Here is a picture of those lines. You can see following those
lines is the Toll-Free number, so don’t delete that.

14. If you select that link or you forgot to delete it from your email and the recipient selects the link,
you get the following message.

15. When your email is ready, you can then select Send Email.
16. Your call is setup and ready and you can close your web browser. It seems a little complicated at
first but once you do it, you will be doing it easily and then you don’t have to pay an outside
service for Conference calls.
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