
    
 
           

(English) 

The  moderator should send following 3 items to the participants by e-mail or fax. 

 

 

BEFORE THE CONFERENCE 

ACCESSING THE CONFERENCE 

1 

2 

3 Meeting date and time. 

Access number. 

Participant passcode. 

Moderator and participants call the access number. YOUR ACCESS NUMBER 

(In case of Japan number) 
For English please press [2]followed by the pound or the hash key(#).    

When you hear the the tone, you will be the “  ” person to join the 
meeting.  

Hello and Welcome to the meeting. Please enter your passcode  
followed by the pound or the hash key(#), and I’ll connect you.    

Please hold , while I confirm your passcode.  

Thank you for joining the GlobalMeet. Please wait for the tone,  

then say your name and press the pound or the hash key(#). 

Moderator Passcode ＃ 

Participant Passcode ＃ ＋ 

＋ 

＃ ＋ 

You join your conference. 

Say your name 

Example: “ Andy Chown from Tokyo” 





or 

＃＋ 



    
 
           

 

Features for both Moderator and Participants. 

Features available to Moderators 

 


