nextiva conference call instructions

Nextiva conference call instructions are essential for anyone looking to utilize this
powerful communication tool effectively. In today’s fast-paced business environment,
virtual meetings have become a cornerstone for collaboration, decision-making, and
maintaining relationships across distances. Nextiva offers a robust platform that simplifies
the process of setting up and participating in conference calls. Whether you're a small
business owner, team leader, or an employee, understanding how to navigate Nextiva's
conference call features can significantly enhance your communication experience.

What is Nextiva?

Nextiva is a cloud-based communication platform that provides various services, including
VolP phone systems, text messaging, team collaboration tools, and customer relationship
management (CRM) features. One of its standout offerings is the conference calling feature,
which allows users to hold audio and video calls with multiple participants seamlessly.
Nextiva's user-friendly interface and reliable performance make it a preferred choice for
businesses of all sizes.

Getting Started with Nextiva Conference Calls

To initiate a conference call using Nextiva, you must first ensure that you have an active
Nextiva account and access to the necessary features. Here’s how to get started:

1. Creating an Account

- Visit the Nextiva website and select the plan that fits your business needs.
- Follow the prompts to sign up for an account.
- Complete the necessary setup, including verifying your email and phone number.

2. Logging into Your Nextiva Account

- Go to the Nextiva login page.
- Enter your username and password.
- Click on the "Sign In" button to access your dashboard.

Setting Up a Conference Call

Once you are logged into your Nextiva account, you can easily set up a conference call.



Here’s a step-by-step guide:

1. Access Your Dashboard

- From your Nextiva dashboard, look for the "Phone" or "Calls" tab.
- Click on "Conference Calls" to access the conference calling features.

2. Schedule a Conference Call

You can schedule a conference call ahead of time or start one immediately. Here are the
steps for both options:

To Schedule a Conference Call:

1. Click on the "Schedule a Call" button.

2. Fill in the details:

- Title: Give your conference call a relevant name.

- Date and Time: Select when you want the call to take place.

- Duration: Estimate how long the call will last.

- Participants: Add the email addresses or phone numbers of those who will join the call.
3. Set reminders for participants if available.

4. Click on "Save" or "Schedule" to confirm the meeting.

To Start an Immediate Conference Call:

1. Click on the "Start Call" button or "Instant Conference."
2. Enter the phone numbers of the participants you wish to invite.
3. Click "Call" to initiate the call.

Joining a Conference Call

Participants can join a Nextiva conference call in various ways, depending on how the call
was set up.

Joining a Scheduled Conference Call

- Check your email for the invitation sent by the host.
- Click on the provided link or dial the phone number listed in the invitation.
- Enter the access code if prompted.



Joining an Instant Conference Call

- If you have received a call invitation, simply answer the phone when it rings.
- If you are joining via a link, click on it to be directed to the conference call.

Using Conference Call Features

Nextiva provides several features to enhance your conference call experience.
Understanding these can help you manage calls more effectively.

1. Mute and Unmute Participants

- As the host, you can mute participants to reduce background noise.
- To mute a participant, click the “Mute” button next to their name.
- Participants can also mute themselves by clicking the mute button on their device.

2. Recording the Call

- If you wish to record the conference call, ensure you have enabled this feature before
starting.

- Click the “Record” button during the call to begin recording.

- After the call, you can access the recording through your dashboard.

3. Screen Sharing

- If your conference call includes video, you can share your screen with participants.
- Click on the “Share Screen” option and select the appropriate window or application.

4. Chat Functionality

- Use the chat feature to send messages to participants during the call without interrupting
the speaker.
- Access the chat window from your conference call interface.

Troubleshooting Conference Call Issues

Despite its user-friendly design, you may encounter some issues while using Nextiva for
conference calls. Here are common problems and how to resolve them:



1. Audio Issues

- Check your microphone and speaker settings in the audio settings of your device.
- Ensure that you are on a stable internet connection.
- Ask participants to mute themselves if there is background noise.

2. Unable to Join the Call

- Verify that you have the correct access code and phone number.
- Ensure that the host has started the call.
- Restart your device if experiencing technical difficulties.

3. Video Quality Problems

- Check your internet speed; a slow connection can affect video quality.
- Close any unnecessary applications that may be using bandwidth.
- Ensure your camera is functioning properly.

Best Practices for Effective Conference Calls

To ensure productive and efficient conference calls, consider implementing the following
best practices:

- Prepare an Agenda: Share an agenda with participants before the call to keep discussions
focused.

- Test Technology: Conduct a test run with the technology you'll be using to avoid surprises
during the actual call.

- Stay on Topic: Encourage participants to stay on topic and minimize distractions.

- Follow Up: After the call, send a summary of key points and action items to all
participants.

Conclusion

Nextiva conference call instructions provide a straightforward framework for setting up and
participating in effective virtual meetings. By understanding how to navigate the platform
and utilizing its features, you can enhance communication within your team and with
clients. Embrace the power of Nextiva’'s conference calling capabilities to foster
collaboration, drive decisions, and build lasting relationships in your business. Whether
you're conducting a quick team check-in or a detailed project discussion, mastering the art
of conference calls will undoubtedly contribute to your success.



Frequently Asked Questions

How do | start a conference call using Nextiva?

To start a conference call with Nextiva, log into your Nextiva account, navigate to the 'Calls’
section, and select 'Conference Call'. From there, you can add participants by entering their
phone numbers.

Can | schedule a conference call in Nextiva?

Yes, you can schedule a conference call in Nextiva by using the scheduling feature
available in the 'Meetings' section of your account. Set the date, time, and invite
participants.

What is the maximum number of participants for a
Nextiva conference call?

Nextiva allows up to 100 participants on a single conference call, depending on your plan.
Check your specific plan for limitations.

Are there any costs associated with Nextiva conference
calls?

Conference calls are typically included in your Nextiva plan, but additional charges may
apply if you exceed the participant limit or use international dialing.

How do participants join a Nextiva conference call?

Participants can join a Nextiva conference call by dialing the provided conference number
and entering the access code when prompted.

Can | record my Nextiva conference calls?

Yes, Nextiva allows you to record conference calls. You can enable recording during the call
by using the appropriate feature within your Nextiva account.

What should | do if I'm having trouble connecting to a
Nextiva conference call?

If you're having trouble connecting, check your internet connection, ensure you are dialing
the correct number and access code, and consider restarting your device. If issues persist,
contact Nextiva support.
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