Conference call Auto Dial set up procedures for Blackberry and other Smart Phone devices  
· Set up for Moderators to dial their own conference bridge, meeting room number and pin in a single click from their Blackberry or other Smart Phone device
1. Create a new entry in the Address Book on the device 
2. Enter your Bridge Number

3. Press the track ball and select Add Pause

4. Enter your Meeting Room Number including “*” before and after the numbers  (*123456*)

5. Press the track ball and select Add Pause

6. Enter your PIN Number including “*” before and after the numbers (*1234*)

7. Save

8. Test to verify it works... if not see note below

NOTE: You may have to experiment with additional pauses if this does not work in order to give the system enough time to recognize the digits, process the request and let you into the call without giving you an error message.    

· When scheduling conference calls, the moderator can make the dial-in process easier for participants who have Blackberry’s or other Smart Phone devices by doing the following: 

1. In an email, calendar item, or meeting invitation, always list the call-in number in this format: 877-842-9288 ext. *1234567890* 

· What’s important are the letters “ext.” (“x” and “ext” also work) 
2. When a Blackberry user brings up the calendar item or meeting invitation, their Blackberry will automatically recognize the number AND the extension.  

3. Blackberry users can then scroll to the number (which will be highlighted automatically), and click twice to automatically dial the number.  

4. Then, when the call is answered and the pass code is requested, they can just click again (once) to automatically enter the code — no dialing of digits is required.    

NOTE:  This procedure only works when the call-in number is followed by “ext.” (with the period), “x” or “ext” (without a period) .   If the extension includes a * or a # at the beginning or the end, be sure to include those.   Blackberry’s and other Smart Phones will dial them if they’re included.

