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Take Control of Your Conference 
 

Successful conference calls have someone in charge, someone to moderate the conference. This role has been 
likened to a traffic cop but I like to think of it more as the conductor of an orchestra. The conductor keeps the 
pace, prevents one musician or group from getting out of hand and guides the performers through difficult 
pieces. 
 
The moderator of a conference call has three vital functions to perform to facilitate the conference: 
 

1. Make sure everyone knows when the conference is and how to get to it 
2. Control the speaking mode (free-for-all, lecture/hand-raising) 
3. Sort out sound quality problems as they arise 

 
This time we’ll talk about inviting callers and free-for-all conferences vs. lecture conferences and next time, in 
part 2, we’ll work on sound quality. 
 

Everyone needs to know when the conference is and how to get to it 
The easiest way of doing this is to use the invitation facility of HD Audio Conferencing. Sign in to your account at 
www.callwave.com/conferencing and navigate to MY CONFERENCE and INVITE. Here you can send out email 
invitations to your conference. The email that is sent will include the date, time and both telephone and Skype 
numbers to call to join the conference. Do specify the correct timezone, many a conference has been missed 
because the timezone was specified incorrectly. You can also create and maintain lists of email addresses so 
you can invite the same users to another conference.  
 

Control the speaking mode 
Conferences fall into a couple of types: free-for-all and lecture. 
 
In a free-for-all conference, all of the callers are unmuted and all may speak at the same time. There may not 
even be a moderator. This works well for small conferences (up to ten or even fifteen participants) but is seldom 
a good idea for larger groups. 
 
Lecture type conferences are usually very successful because the moderator limits who can speak. Once the 
conference has started the moderator presses the MUTEALL button on the conference control page or *8 on the 
phone/dial-pad. This mutes all callers except for the moderator(s). The moderator(s) can speak and be heard by 
all callers but the callers cannot be heard. You can have several people call in as a moderator so that they will 
not be silenced by MUTE-ALL but beware of having too many moderators because you will end up in a free-for-
all mode if everyone is a moderator and cannot be muted with the MUTE-ALL command. 
 
A very useful addition to the lecture mode conference is hand-raising. Hand-raising allows a muted user to raise 
their hand to ask a question (it’s a virtual hand in cyberspace but it’s still very effective). For hand-raising to work, 
MUTE-ALL CANNOT UNMUTE must be in effect (the moderator must press *8 twice on the telephone or dial-
pad). The caller should press *9 to raise their hand and this will bring up the hand-raised symbol on the 
moderator’s web control panel. If the moderator wishes to take a question they can click on the hand to allow the 
user to ask their question. Another click mutes the user again so that the moderator can answer the question and 
move on to the next question. It sounds complex but it’s really simple. Try a test conference with a colleague. 

 


