
Welcome to your Conference Service 

We are delighted to welcome you to true state-of-the-art conference calling.  As the business world 
becomes more complicated, we find our customers looking for new ways to simplify the services they 
use. FairPoint Communications provides you with reservationless conferencing, the quickest way to 
get business done, no reservations needed, no waiting for operators to answer your call.

Your passcodes have been activated for you and can be used immediately. If you decide that you need 
additional passcodes for other staff members or committees, just let us know and we will be happy to 
set them up for you.

FairPoint Communications is a technology company that utilizes the latest in conference calling 
expertise to provide you with high touch and reservationless conference calling services. For calls that 
require operator assistance we offer expertly trained operators backed up by years of experience in this 
industry.

In addition to audio conferencing, FairPoint also offers a wide array of additional products including 
web conferencing, desktop video conferencing, video email and more. If you are interested in learning 
about any of our other products, please give us a call at 1.866.984.3001 and we will be glad to help you.

Thank you for choosing FairPoint Communications for your conferencing needs.

Fairpoint  
Business

Conferencing User Guide
FAIrPoInt Business



FAIrPoInt Business

About Us

FairPoint Communications delivers modern 
communications technology with respect, commitment 
and a can-do spirit. Headquartered in Charlotte, north 
Carolina, FairPoint Communications, Inc. is a leading 
provider of a full range of communications services to 
residential and business customers including local and 
long distance voice, data, Internet, television and 
broadband.            

FairPoint operates 32 local exchange companies in 18 
states. With approximately 1.7 million access line 
equivalents, FairPoint is the seventh largest local 
telephone company in the United States. our phone 
companies operate as the incumbent local exchange 
carrier in each of their respective markets. Many of our 
companies have been in operation for more than 75 years. 

Since our beginning in 1991, our focus has been — first 
and foremost — to serve the unique needs of our 
customers. At the same time, we’ve worked to deepen 
relationships, strengthen local economies and use 
technology to offer new ways to communicate.

Technical Equipment

FairPoint utilizes Avaya Systems 70 & 700 digital bridges, 
octave bridges and Think Engine bridges co-located in six 
ILEC conference mega centers throughout the United 
States. We currently have 16,000+ ports of capacity with 
approximately 60% available capacity during the busy 
hour. FairPoint always has available capacity for 
reservationless, per minute, unattended conference 
calling.  

Disaster Recovery

our carrier quality network consists of call routing 
through multiple Points of Presence (PoPs) and long 
distance carriers with an oC-48 SonEt ring protecting 
all of our traffic. For disaster recovery, our facilities are 
also protected by natural gas generators; ensuring 24x7 
connectivity, 365 days a year.
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Audio Services and Features 

operator Monitor – An operator monitors your 
conference to listen for background noise, remove 
disturbing or interruptive guests, do an introduction for 
your conference and be there for you if any special 
requests arise during your conference.

operator Q&A – A Question & Answer session gives 
your participants the opportunity to queue up and ask the 
speaker a question once the presentation is complete. 
Participant lines are unmuted one at a time by the 
operator and placed back in listen-only mode once the 
question has been asked and the question has been 
answered.  

communication line – This line is your behind-the-
scenes link between the moderator and the main operator 
during a Question & Answer session. This additional 
operator communicates with the customer informing him 
or her of the number of participants in line to ask a 
question, who they are, and so forth.

operator Polling – The moderator prepares a series of 
multiple-choice questions for participants to answer using 
their touch-tone phone. results are tabulated and 
reported to the moderator by the operator. This is 
available for operator-assisted conferences only.

Participant list – A list of conference participants can 
be sent after the conference ends.  our operators will 
gather up to three pieces of information from the people 
who join your call and send the list via email.

call Screening – If you supply a list of invited 
participants, FairPoint operators will ensure that only 
those invited are joined to your meeting. If an individual 
who is not on the list tries to join the conference, he or 
she will be directed to the appropriate party within your 
organization for verification or will be denied access to 
the conference.

Transcription Services – A complete transcription of 
your teleconference can be prepared and delivered via 
email.

Pre-notification of Participants – FairPoint  
operators will notify your participants of an upcoming 
teleconference via telephone call, fax or email.

conference Recording – record your conference and 
have it delivered on a CD or you may retrieve your 
recording from our ftp site. recordings are available in 
.wav or .mp3 format.

content Editing Services – FairPoint will edit  
non-pertinent/irrelevant content out of your  
recorded conference call as per your instructions. 

Duplicate cDs – receive multiple copies of your 
conference call on CD.

Digital Replay (with menu) – FairPoint will digitally 
record your conference for playback at any time. Access  
is available via your touch-tone phone or through an 
operator.
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operator Dial-out with Music hold

Each participant is dialed by an operator and placed on 
music hold while the operator is dialing the remaining 
participants. The moderator is called last and informed by 
the operator on the status of the participants. once the 
moderator is ready, the operator connects all of the 
participants to the moderator and performs a roll call to 
check the audio quality of each line.

operator Dial-out as an Add on

An operator dials out to the moderator first and places 
him/her on hold momentarily. Then the operator dials 
each participant and connects him/her to the moderator 
one by one. As each participant is connected to the call, 
his or her name is announced to the moderator. no one 
holds prior to the start of the conference. Charges begin 
when each line is placed in the conference. once all 
participants are in the conference, a roll call is conducted 
(if requested).

operator Assisted Toll-Free Meet Me

Participants dial in to a specific phone number at a 
predetermined time. An operator greets each caller, asks 
their name, which conference they are joining and then 
places them into the call. Using the toll Meet Me, 
participants incur a toll charge from their long distance 
carrier, whereas using the 800 Meet Me number, they 
incur no individual charges. The option for music-on-hold 
as an add-on is available with this service as well.

Automated Toll-Free Meet Me 

Participants dial in either to a toll or toll-free number at a 
predetermined time and, using a pre-assigned passcode, 
may enter the appropriate conference call automatically. 
Several options are available for automated conferences 
including music-on-hold, entry and exit tones, name an-
nounce and more. Moderators also have special features 
available to them such as muting participants, securing 
the conference and recording the conference.

Reservationless Toll-Free Meet Me

reservationless calling is the same as automated except 
once the initial reservation is made, the dial-in number 
and PIn codes may be used anytime 24 hours a day,  
7 days a week without calling to make a reservation.
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Using your Reservationless Service 

Additional Features for Automated  
Audio conferencing

Music-on-hold - Attendees will listen to music until the 
moderator joins the conference. once the moderator 
joins, the music will shut off and the conference may 
begin.

Entry Tone - A tone will signify when someone joins the 
conference.

Exit Tone - A tone will signify when someone exits the 
conference.

Auto hang-up –This will disconnect all participants 
from the conference once the moderator hangs up. This 
feature is useful to ensure lines become immediately 
available for subsequent conferences and to avoid 
excessive charges for lines left open.

Security - Allows moderator to secure the conference. 
Security prevents the entry of additional participants once 
the conference is locked by the moderator. Security must 
be requested at the time of account set-up so it can be 
programmed for use. The feature is activated by the 
moderator by pressing *7 and deactivated by pressing *7.

name Record/Playback - This feature allows each 
participant to record their name before joining the 
conference. A roster of the participants will be logged and 
available for playback. This feature is activated by pressing 
*8 and deactivated in the same manner.

Billing code Prompt - After entering PIn number, the 
moderator will be prompted to enter a billing code. This 
billing code will appear on the invoice and provide easy 
reference for billing a client if this is desired.
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Start a conference – Moderator

1.  Notify participants of the date, time, dial-in number 

and access code for the conference.

2.  At the specified time, dial your toll or toll-free 

number.

3.  Enter your passcode when prompted by the system 

and wait for additional parties to join.

4. Once everyone is in, begin your conference.

Start a conference – Participant

1.  Dial your toll or toll-free number provided by the 

host of the conference.

2.  Enter your passcode followed by the # sign when 

prompted by the system.

3. Wait for the moderator to begin the conference.

Key commands for Reservationless conferencing

code Description Moderator conferee

*2 Initiates unattended conference record function Yes Yes

*3 Initiates playback of previously recorded conference Yes Yes**

*4 Applies gain (volume) to all lines in a conference Yes No

*5 Applies Lecture – All participants except the moderator are muted Yes No

*6 Mutes your individual line No Yes

*7 Locks/unlocks the conference† Yes No

*8 Announces the number of parties in the conference followed by playing a 
roster of all individuals who are in conference† Yes Yes

All of the above commands work as a toggle. They are turned on and off the same way. †Please request at time of reservation.  **For a guest to initiate conference play-
back, the account must nOT be programmed with music-on-hold, otherwise the moderator code must be used when entering the conference.

Record a conference

1.  Dial in to the conference bridge using your assigned 
toll or toll-free number.

2.  Enter the moderator passcode followed by the # 
sign to enter your conference.  

3. To start recording, press *2.

4.  The system will ask you to enter a conference file 
number (1-8 digits) followed by the # sign (if the file 
number has already been used, the system will not 
allow you to proceed). Once you have a file number 
not in use, go to next step.

5.  Moderator will be asked to press 1 to begin 
recording, 2 to re-enter the file number or * to 
cancel.  

6. When ready to stop recording, press *2.

hInT:  Be sure to write down your file number so you have it 

for playback or to order a copy.

Playback a conference

1. Dial in to the conference bridge using your assigned 

toll or toll-free number.

2. Enter the moderator passcode followed by the # 

sign to enter the conference.

3. To playback a recording, press *3. 

4. Enter the conference file number followed by the # 

key.

5. If the file number is accepted, you will be prompted 

to “enter the number of minutes to skip, starting at 

the beginning of the playback, followed by the # key 

or press the * key to cancel the playback.”  If no digits 

are entered, the skip time defaults to zero, and the 

playback will start from the beginning.  

6. When playback is completed, press *3.

nOTe: You must enter in to the conference using the moderator’s code to record or playback unless your account is programmed without music-on-hold. All 
recordings will automatically be deleted after 21 days. Copies of your recordings may be ordered online at https://64.66.109.6/request.html.

Additionally, if you dial in and another individual is already conducting a playback, you will only be able to hear the portion of the conference that is remaining. 
Once the playback has concluded, simply press *3 and follow steps as indicated by the system to start the playback from the beginning.



Frequently Asked Questions 

international participants and place them in to the conference. If 

this service is preferred, contact customer service to schedule. 

You will need to provide the date and time of the conference and 

the participant’s name and phone number. Please note that the 

operator dial-out rates vary by country. If you prefer the 

international parties pay their own long distance, FairPoint can 

provide a toll number for them to join the conference.

8. Can I record the conference call for later playback?
Yes, you can start a recording at any time during the 

teleconference. For instructions on how to record, see the 

“Automated record/Playback” sheet. The conference recording 

will remain on the conference bridge for 21 days or until another 

conference is recorded, depending on which type of bridge you 

are using. A hard copy of the recording may be requested at an 

additional cost by going to https://64.66.109.6/request.html and 

filling out the request form.

oPERAToR-ASSISTED conFEREncInG

1. Why would someone choose Operator-Assisted 
instead of Reservationless? 
Moderators who want a more professional feel or whose calls are 

very large and/or complex often use an operator. A few of the 

services that can be included in an operator-assisted call are:

•  Live operators greet callers and collect contact information for 
a participant list.

•  Sub-conference for hosts prior to start of live conference.

•  Lead operator communicates with host(s) in the sub-
conference about audience counts and last minute script 
changes.

•  Lead operator introduces speaker(s) and begins the conference 
with customer-provided script. 

•  Fully moderated Question and Answer session.

•  Real-time monitoring and troubleshooting prior to the start of 
the conference and during the conference as well.

•  Operator announcements at the end of the conference call, if 
necessary.

2. How will I know who attended the call?
For an additional fee we will collect up to three items of 

information from the callers who dial in to the conference call. 

This participant list will be sent via email.
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3. What information do I need to provide the conference 

operator in order to book an operator-assisted conference call?

• Date and time of the conference.

• Expected duration of the conference.

• Number of lines needed.

•  Name and phone number of the moderator and person 

reserving the conference.

• Subject of the conference.

•  If operator needs to dial out to any parties, their name(s) and 

phone number(s).

• Special instructions for the operator.
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What is the difference between Operator-Assisted and 
Reservationless phone conferencing? 
reservationless phone conferencing requires no advance 

reservation, is fully automated, and available 24x7. once you 

receive your dial-in number and entry codes you can use it any 

time. operator-Assisted phone conferencing has a more 

professional feel and is for larger and/or more complex events 

and requires an advance reservation. typically, an operator 

greets all callers and gathers their contact information, 

introduces the speakers, monitors the entire conference, 

moderates live Question & Answers (Q&A) sessions and more.

RESERVATIonlESS conFEREncInG

1. Are there additional features, such as participant 
mute, offered for Reservationless phone conferencing?
Yes. Please see our “Available features for automated 

conferences” and “Automated Commands” information sheets 

for a full list.

 
2. How do I change my room features? 
Simply contact customer service any time you need to make a 

change to your features, number of available lines or passcodes.

3. Can I have multiple moderators for a conference? 
Yes, multiple callers may use the Moderator Entry Code. All 

moderators will have access to the moderator features (see the 

“Automated Commands” sheet for a list of the features).

4. How does your conference calling service work?
FairPoint provides a reservationless conference calling service so 

you may host a conference call anytime without prior notice. 

When you open your account you’ll receive your dial-in number, 

a host code and a guest code. Hosting a conference call is as easy 

as dialing the telephone. 

5. How are conference minutes counted?
Conference minutes are calculated by per minute, per user. This 

is industry standard. For example, three participants 

conferencing for five minutes will total 15 conference minutes. 

6. Is there a limit to how many conference calls I  
can make?
no, you can host an unlimited number of conference calls with 

just one set of codes. If you require more access codes to support 

multiple conference calls concurrently, simply contact FairPoint 

and request additional codes. We do not charge extra for 

additional codes on a per-minute account; you only pay when 

you use them.   

7. Can international callers participate in my 
conference?
Yes. FairPoint now provides international toll-free access from 

certain countries at various rates. The international parties may 

dial in to the toll-free number and enter the assigned passcode 

to join the conference. An alternative to the international 

toll-free service is to have our operators dial out to your 



Conference Call Etiquette 

Add visual power to your next conference with 

FairPoint web conferencing

take advantage of FairPoint Web Conferencing to 
conduct your next meeting with customers, partners or 
within your workforce. From sharing presentations or 
documents, to web tours, to full application and desktop 
remote control, FairPoint Web Conferencing offers  
the most comprehensive, flexible and dynamic 
communications environment on the web.

FairPoint web conferencing provides all the features 
you need, yet it’s simple and practical. You, as chairper-
son, control what they see and when they see it. Present 
to prospects and associates around the world in real-time 
with just one click. Participants can attend a web confer-
ence with just an Internet connection and a browser. Web 
conferencing empowers users to share presentations and 
documents online - anytime, anywhere.
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Moderators should be on time

A moderator should dial in a few minutes early to greet 
each of the participants as they arrive in to the 
conference. 

Always introduce yourself when speaking for the 

first time

It is important to introduce yourself when first speaking 
as other participants may not recognize your voice.

Avoid putting your phone on hold

Putting your telephone on hold could introduce music 
into the conference, so when considering the hold feature, 
please press *6 instead; this will mute your line. 
remember to unmute yourself when you return to the 
conference.

create an Agenda and Keep to your Schedule

remain consistent with the timeline and agenda in order 
to respect the time of the other participants.

Sound Quality Issues

our bridging equipment allows you to speak 
simultaneously with another caller without any loss of 
sound quality. However, any static or disruptive noise can 
be picked up through your phone line and will affect the 
conference. Ensure you are speaking in a quiet 
environment.

clearly state when calls end

If participants linger after you have hung up, you will be 
billed. Ensuring that all participants understand when a 
call has ended will avoid any possible confusion. So stay 
on the line and make sure everyone has left the call. It is 
also a good idea to remind participants using a 
speakerphone to make sure their line is hung up. Many 
times participants in a large group listening via 
speakerphone forget to disconnect the line and walk out 
of the room. Even though no one is speaking, the minutes 
keep building.

how to prevent sound quality problems

•  Avoid speakerphones when possible; they sometimes 
introduce unwanted background noise.

•  Avoid mobile or cordless phones, as they tend to pick up 
static (as do headsets on occasion). In the event a cell 
phone call is required, we recommend a stationary 
location where the signal strength is high.

•  If sound quality is bad, hang up and dial back into the 
conference (it could just be a bad connection) or use the 
mute feature on your telephone and only unmute when 
you need to speak.

•  If problems persist, please contact Customer Service. Do 
so while the problem is occurring, as it is helpful for us 
to join the conference and experience the disturbance 
first hand in order to diagnose the problem.

•  For larger conferences, you may want to eliminate the 
entry/exit tones in order to reduce disruption.

Web Conferencing 



To learn more about FairPoint Conferencing,  
visit www.FairPoint.com or call 1.866.984.3001.
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