Setting up a 6-Way audio conference (Using ISDN or ANALOG Services)
Note: You must have the ISDN 6-way feature (*85) programmed onto your ISDN Line for this feature to work properly. For information on how to order ISDN telephone features click here  or go to:

http://cit.nih.gov/ProductsAndServices/Telecommunications/TeleServices/TelecomOrdering.htm  


 To avoid Fee For Service Charges, all conference calls must be placed using the preferred vendor; 
contact NIH Operator Services for additional information about outside audio conference calls. 


Setting up a 6-Way audio conference using an ISDN phone with a 6-way button
You are not on a call
1. Press the 6-WAY button --> hear the dial-tone --> dial the first number

2. Press the CONFERENCE button --> the first caller goes on hold
3. Dial the next number --> Press the CONFERENCE button --> you are joined with your parties 4. Press the CONFERENCE button again to add callers, --> continue ... to join up to 5 callers. 
Pressing DROP disconnects the LAST caller you connected.

================================================= 

You are on a call 

1. Press CONFERENCE --> Press 6-WAY --> Your caller goes on hold

2. Repeat from step 3 above to add 4 other callers. 
==================================================
Setting up a 6-Way audio conference using an ISDN phone with NO 6-way button
If you have the 6-WAY feature but there is no 6-way button on your set, you can still place a 6-way conference call:

1. Lift your handset or press the speaker button for dial tone
2. Press * 85 and hear the dial tone

3. Dial the first number, when answered --> Press the CONFERENCE button

4. Repeat from step 3 above to add 4 other callers 
===================================================
Setting up a 6-Way audio conference using an ANALOG phone or a Polycom unit

Note: You must have the ANALOG 6-way feature (106) programmed onto your ANALOG Line for this feature to work properly. For information on how to order telephone features click here or go to:

http://cit.nih.gov/ProductsAndServices/Telecommunications/TeleServices/TelecomOrdering.htm 

To make a 6-way conference call on an ANALOG phone set or an analog device such as a Polycom 
1. Press the speaker button or lift the handset to get dial tone
2. Dial 106 and listen for a "stuttered" dial tone, followed by a steady dial tone
3. Dial the first number of person for the conference, once answered, push the flash button (for Polycom) or the switch-hook (for a regular phone) to add the person to the conference call

4. Press flash again to get another dial tone, (existing parties are automatically placed on hold). Dial the next number or person, and press flash to add them to the conference call

5. Repeat step 4 to add up to 5 people to the conference call, the originator of the conference will be the sixth caller
See all of the phone features available at the NIH: http://cit.nih.gov/ProductsAndServices/Telecommunications/ (Click on ISDN User Guide)
For additional information, contact the NIH Help Desk 301-496-HELP or ITHelpDesk@nih.gov
