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InterCall Online 
Guide for Owner Account Management 
 
 
You can view or update your Owner information, including product feature 
defaults at any time by selecting the Manage My Account section on InterCall 
Online.  

 

1.  View/Edit Your Owner Information 
To open your owner profile, choose Owner Profile. 

 
 

This screen provides your Owner profile information including name, contact 
details and default PAC (Project Accounting Code). To change any of this 
information, simply update the appropriate fields, scroll to the bottom of the  
screen and click Save Changes. You will be asked to confirm your owner profile 
details. If the information is correct, click Continue to save your changes to our 
system. It is important you click Continue, otherwise your changes will not be 
saved. 
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2.  View/Edit Product Details 
To view or edit the product options and settings that are enabled on your profile, click the View Product details 
button at the bottom of the owner profile screen. 

The product details page summarises all the features available to you as an owner and allows you to customise your 
preferences for your conferencing services. A description of the options available for the Reservationless-Plus & 
Automated services is provided at the end of this guide.  

The first section on the page shows the call types or services available with your account. Click on View All 
[service name] Numbers to see the dial-in numbers associated with that service.  

 
When you check the Reservationless-Plus or Automated box a new section will appear allowing you to set default 
call options. The screenshot below shows the options for a Reservationless-Plus service including the conferencing 
code, Leader PIN (both of which can be changed at any time), and all the current settings for the service such as 
entry and exit announcements and auto-continuation (see appendix for full details). If you change any of these 
settings, they become the default for all your future calls.  

 
 
The final product section on the page lists the web conferencing services available to you. Please note: This is on a 
Pence Per Minute basis so do not select these if you are on a license arrangement for the service.  
 

 
 
When the settings are updated as you like, choose Save Changes, verify the changes are correct and then click 
Continue to save the changes permanently. It is important you click Continue, otherwise your changes will not be 
saved. 
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3.  Change Your Password & Security Settings 
To select a new password for the site or to change your secret question and answer, click Change Your Password 
& Security Settings when accessing Manage My Account. 

 
To change your password, enter your current password and the new password that you would like to apply to your 
InterCall Online account. Then click Save Changes.  

The same screen will also allow you to change your secret question and answer that is stored in case you are 
locked out of your InterCall Online account after attempting to use the wrong password. Remember to click Save 
Changes to store the updates. 

4.  Manage Delegates  
The Manage Delegates page allows you to add, edit or delete delegates who have access to your InterCall Online 
account. If you give someone delegation rights, they will be able to schedule calls, start calls, access your library of 
stored material or manage your account on your behalf.  

 
 
 
 
All delegates that have already been selected are listed on the page including each delegate’s role assignment and 
expiration date. By selecting the checkbox beside a delegate’s name, you may: 

 select or deselect role management 
 delete selected delegates 
 change expiration date for all selected delegates. 

If you would like to add a new delegate, input either their first name, last name or portal user name and then select 
Search.  
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You will be provided with a list of available users from within your company. Highlight the user you want to select 
and click Add Selected User to Delegate List.  

Choose the roles for that user (My Meetings, My Library, Owner Profile) by selecting the checkbox in the appropriate 
column and then click Submit to save.  

 

Appendix:  Product Option Descriptions 

A.  AUTOMATED  

Leader Passcode: The unique code entered by the Leader to start the call.  
Participant Passcode: The code entered by participants to start the call.  
Entry Mode: Select how you want participants joining a call to be announced – by a tone, name announce, silence 
or tone and name.  
Exit Mode: Select how you want participants disconnecting from a call to be announced - by a tone, name 
announce, silence or tone and name. 

B.  RESERVATIONLESS-PLUS OPTIONS 

Conference Code: The unique passcode the Leader provides participants so they may enter the conference. You 
may provide a custom passcode in this field, or leave it blank and the Conference Passcode will default to phone 
number on the owner’s profile.  
Leader Pin: This is the code the Leader provides via the phone keypad to initiate their Reservationless-Plus 
conference. You may provide a custom Leader Pin, or leave the field blank and the system will assign a random 
code.  
Allow Leader Dial Out to Participants: Select ON or OFF to determine whether or not participants can be dialled 
out to via the Web Moderator or if dial-in is the only option. 
Entry Mode: Select how you want a participant being added to a call to be announced – by a tone, name announce, 
silence or tone and name.  
Exit Mode: Select how you want a participant who disconnects from a call to be announced – by a tone, name 
announce, silence or tone and name.  
Security Passcode: This is an additional level of security that requires participants to provide an additional code via 
telephone keypad before entering a Reservationless-Plus call. This option can be turned ON or OFF. Note: this 
feature must be OFF if Quick Start is enabled. 
Quick Start: This allows the conference to start before the Leader joins. This option can be turned ON or OFF. 
Note:  this feature must be OFF if Security Passcode is enabled. 
Auto Continuation: This feature allows a Reservationless-Plus conference to continue if the Leader disconnects.  
This option can be turned ON or OFF. 
PAC via telephone keypad: When enabled, this feature prompts the Leader of a Reservationless-Plus conference 
to enter a Project Accounting Code via the telephone keypad prior to being placed into conference. This option can 
be turned ON or OFF. 
Conference Record: Allows the Leader of a Reservationless-Plus conference to have the conference recorded by 
pressing the *2 keypad command.  This option can be turned ON or OFF. 
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Continuation: This feature enables the Leader to use DTMF tones during a call to allow the conference to continue 
if they disconnect. This option can be turned ON or OFF. 
Allow Multiple Leaders: This feature allows pre-selected participants to have access to the Leader keypad 
commands. This option can be turned ON or OFF.  
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