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H a ve you ever been on a co n fe re n ce call and put the

call on hold to step away for a moment, not know i n g

yo u ’ ve exposed the entire virtual co n fe re n ce room to

D o l ly Pa r to n ’s rendition of "9 to 5"?

As audio and web co n fe rencing grows as an

a cce p ta b le and pre fe r red way to conduct ro u t i n e

b u s i n e ss meetings, plenty of newbies are le a r n i n g

the ropes – the hard way. Even seasoned ve te ra n s

a re finding they suffer from anxiety-induce d

co n fe re n ce call episodes as they dial into the 

w rong bridges, disconnect participants, and 

subject co u n t le ss others to what they thought was 

a priva te co n ve rsation. 

H e re are some tips to see that you don’t make these

and many other mista kes as you ta ke adva n tage of

co n fe rencing te c h n o lo g y. 

> Start on time. 

Dial into the audio bridge and/or web URL a 

few minutes befo re the start, especially if you 

a re the host. Many people aren’t aware that if the

co n fe re n ce call host is not dialed in first, some

co n fe rencing systems will place participants in

a black hole that can eve n t u a l ly make them

anxious about having the right number, le a d i n g

them to hang up. 

> Make dial-in and web log-in easy 

for participants. 

P rovide call information for both audio and we b

portions of the call in one email, with the subject

line cle a r ly stating date, time and purpose of ca l l .

N ew te c h n o logy even makes it poss i b le fo r

co n fe rencing systems to send emails that link

d i re c t ly to an appointment scheduling software

a p p l i cation like Microsoft Outlook™, immediate ly

depositing the appointment and call inst r u c t i o n s

i n to a participant’s schedule upon acce p ta n ce of

the appointment.

> Make sure your system is secure. 

Some bridges are ‘always on,’ meaning once 

you give out your call-in number and pass wo rd ,

participants can typica l ly dial into that number at

any time and listen into whatever co n fe re n ce is in

p ro g re ss. If you add additional laye rs of security

for each co n fe re n ce, like participant or eve n t

PINs, only those with PIN numbers will be

a l lowed acce ss to a particular co n fe re n ce. 

> Consider adding a web component to your 

call to command attention. 

Participants can be easily dist ra c ted during

a u d i o - o n ly co n fe re n ces handling emails and

other tasks. By adding web co n fe rencing to the

audio component, hosts can more effe c t i ve ly 

hold participants’ attention with pre s e n ta t i o n s

and other supporting visual elements. This

m a terial can be marked up in real-time to

emphasize important points and key mess a g e s

and keep the liste n e r ’s attention. 

> If web conferencing is used, keep 

presentations short and interactive. 

If co n fe re n ces become a monologue, participants

can quickly lose inte re st. Dialogue is ve r y

i m p o r tant. During the co n fe re n ce, the host

should ask open-ended questions –"How does

this plan sound so far?", "What do you think

about that last sta tement?" Certain co n fe re n c i n g

s y stems provide fe a t u res that allow hosts to
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q u i c k ly conduct polls and surveys, posing these

to the participants throughout the co n fe re n ce. 

A pre s e n ter might ask, for ex a m p le, "Have yo u

cut te c h n o logy spending by more than 50 perce n t

this year?" And, participants can click Yes or No,

without revealing their identity. The polling

fe a t u re tallies up the responses and re p o r t s

them back to the pre s e n ter, allowing the

p re s e n ter to addre ss that point in his or her

p re s e n tation. This succeeds in both keeping 

the audience ’s attention and providing the

p re s e n ter with fe e d b a c k .

> Minimize background noise and interruptions. 

Turn off the ringer on any other phone line 

in your vicinity. As a participant, turn on yo u r

m u te button if you will be taking notes via a

co m p u ter key b o a rd that could be heard by

o t h e rs. As a host, you may be able to mute

individual participants’ lines if they beco m e

d i s r u p t i ve. 

If you must le a ve a co n fe re n ce call momenta r i ly ,

do not place the call on hold. Other people in 

the call might be subject to your phone syste m ’s

hold music. It’s best just to le a ve your phone 

on mute and return as quickly as poss i b le. 

During the call, always intro d u ce yo u rself and

w h e re you are from when you start to speak. 

If you must use a speakerphone, stand up 

and smile while you are talking to sound more

e n e rgetic. Last ly, if you have call waiting, disable

it befo re calling. With most phone systems, yo u

can do this by dialing *70. 

> Confirm that all participants have hung up. 

Sometimes at the end of a call, co l leagues 

will continue to talk with one another, not

k n owing that some participants may have 

not co m p le te ly signed off. This could lead to

p o te n t i a l ly embarra ssing situations.

Also be aware that outsourced co n fe re n c i n g

s y stems will continue to charge for people that

stay on the line long after the host has signed 

off, leaving the host surprised when hefty,

u n ex p e c ted call fees show up on their bill.

> Be aware of cost. 

C o n fe re n ce calls are typica l ly far le ss ex p e n s i ve

than tra vel, but you should be aware that some

o u t s o u rced co n fe rencing prov i d e rs can charge up

to 39 cents per minute for each audio co n fe re n ce

line. At that ra te, a one hour call with 10 people

co sts $234. Adding web co n fe rencing, at a co st 

of $100 or more per month per person, boost s

the co sts still higher.

As a rule, co n fe rencing from outside service

p rov i d e rs is usually more co st ly than in-house

audio and web co n fe rencing systems. 

Ya n kee Group, an independent re s e a rch firm,

e st i m a ted in a re cent report that typica l

e n terprise users of audio and web co n fe re n c i n g

can save up to $7,000 per month and realize a

p o s i t i ve ROI within seven months using an in-

house audio and web co n fe rencing system. Cost s

include per minute audio charges, which we re as

low as 3 cents with an in-house model. If you or

your company are spending more than $1,000 in

co n fe rencing each month, it may be worth a look. 

Happy Conferencing!

S o n exis, Inc. delive rs a premises-based, 

i n te g ra ted audio and web co n fe rencing system 

that helps businesses improve business 

p ro ce sses and co m m u n i cations while significa n t ly

reducing the co st of co n fe rencing. The Sonex i s ‘

C o n fe re n ceManager system is easy to use,

e n h a n ces security of sensitive co r p o ra te

i n formation, re q u i res low administ ra t i ve ove r h e a d ,

and leve rages ex i sting network inve stments. 

The system has been proven to significa n t ly lowe r

co sts and deliver rapid return on inve st m e n t .

H e a d q u a r te red in Massachusetts, Sonexis is 

b a c ked by Zero Stage Capital, Ve n rock Ass o c i a te s

and UBS Capital America s .
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