
Teleconferencing – a how to guide 

Is it essential that you make that journey?  Why not try teleconferencing?  Teleconferencing 

can help increase your productivity, reduce your carbon footprint and save money which 

protects jobs and services. 

It is a great way to communicate with a group of people and for hosting conversations and 

meetings.  Up to 8 people can take part in a teleconference.  It’s free if all of your participants 

are using DCC VoIP telephones.  You can also add external participants to a teleconference but 

call charges will be charged at the standard mobile or landline call rates – however, if they call 

you at an agreed time, they pay the call costs! 

Who can use teleconferencing?  

Anyone! 

If you have a DCC VoIP phone you can co-ordinate or take part in an internal conference call 

and you can bring in up to two external callers. 

If you don’t have a VoIP phone you can still participate in a teleconference by using the 

external conference facility which has to be booked with the Telephony Team. 

How do I teleconference using my VOIP phone? 

Getting setup is simple for internal DCC conferences where all participants have VoIP phones: 

1. Using your VoIP phone ring the first person.   

2. Once connected press the  Transfer / Conference button and dial the next 

person.  

 

3. Once you make a connection with the second person press the Transfer / Conference 

button to return to the teleconference.   

 

4. Repeat the process to add additional people to the teleconference.  Remember that you 

can have a maximum of 8 people in a teleconference.  The display on the VoIP phone 

will show how many people are on the call. 

 

 

 



 

How do I teleconference without VOIP? 

If you want to host a teleconference that includes any non-VoIP participants you’ll need to log 

a request with our Telephony Team on (01629 5)38770.  Please remember that the budget and 

cost centre you supply will be charged for every minute for each participant on this call, 

including VoIP extensions. 

Is there anything else that’s useful to know? 

• If you’ve never taken part in a teleconference before, why not try holding a small 

conference with close colleagues just to get the hang of it. 

• We recommend that if you’re holding a teleconference meeting, you treat it the same 

as any other meeting and agree a time, an agenda and a chair. 

• Start on time and finish on time (this is particularly important for external 

teleconferencing which is booked as a time slot). 

• When everyone is in the teleconference ask each person to introduce themselves. 

• When a person wants to leave the teleconference simply hang up the phone in the 

normal manner. 

• If you want to host a teleconference from anything other than a DCC VoIP phone please 

contact the Telephony Team on (01629 5) 38770. 

 


