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Scheduling a Multipoint  
Video Conference 
 

A multi-point video conference is a meeting conducted over video conferencing with more than 

two locations. Scheduling your conference is a simple and efficient process. Follow the steps 

below to schedule an upcoming video conference. 

STEP 1 

 Contact Customer Service  

 Be prepared to provide the following details: 

- Your name 

- Company name 

- Your contact details (If you’ve booked calls before, these details will have been 

recorded) 

- Leader’s name (This name will appear on the invoice and report details) 

- Name of the meeting (The meeting name is used by the technician who will setup 

your call and will also appear on the invoice and report details) 

- A  cost centre/ PAC code (This code will appear on the invoice and report details, to 

help with cross billing and accounting matters) 

- Date of the meeting (You can book a meeting 365 days a year) 

- Start time of the meeting (You can book a meeting to start at any time of the day, 24 

hours a day) 

- Estimated duration of the conference (Your meeting can last anything from 15 

minutes to all day if required – there is no minimum or maximum time) 

- Name of the site you will bring into the meeting 

- The room telephone number 

- Any additional information (If there are any special requests you would like us to plan 

for, please provide them during the booking) 

STEP 2 

When reserving a client location to connect during a video conference, we will require the 

following information: 

 Booking Client Locations 

- Company name (This name will appear on the invoice and report details) 

- Contact name, telephone number & email (This is the name of the person we will 

contact and confirm the meeting with) 

- ISDN number or IP information (If possible, please provide an ISDN number or IP for 

this location.) 

STEP 3  

 Once your scheduling is complete, you will receive an email notification to confirm the 

start time and the time we will begin calling your video conference system.  

 InterCall will setup the video conference 10 minutes before the start time of the 

meeting. If this is inconvenient, please indicate how long before we should start to 

setup. We would recommend no less than 5 minutes beforehand. 

 Please make sure your equipment is turned on prior to your scheduled set-up time. This will 

assure that your meeting starts on time. 


