
 

Scheduling a Conference Call 

1. From internet browser, go to website: 

  conference.jeffersoncountywv.org 

 

 

2. Select “My Conferences” tab 

 

 

 

3. Log In: 

 

  

4. The first time you sign in, you will need to select a time zone.  Select “NA Eastern Time (US & 

Canada) 

 



 

5. Select “Add a Conference”

 
 

 

 

6. From here you can set up your conference call.  Choose your options, and then select submit. 

 

 
 



 

7. From here you can edit or delete your conference or send invites: 

 

8. Click Invite.  You can choose “Open My Email” to send the invites through your Outlook.  Or 

enter the email addresses you wish to send to from this screen and choose “send email”. 

 

 
9. If you have any questions about setting up a conference call or would like assistance, call 

Laura at ext. 2400 or email at lkuhn@jeffersoncountywv.org 

mailto:lkuhn@jeffersoncountywv.org

