
 

 

 

STANDARD OPERATING PROCEDURE (SOP) 

 
CONFERENCE BRIDGE 

1. Call the telephone number we assigned, for e.g. 04 564 3211 
2. IVR will be played stating: “Please Enter the Conference Pin Number. 
3. Key in the Pin Number provided. In the conference, there will be 2 kinds of PIN 

available which is User and Admin PIN Number. Only with the Admin PIN 
Number, all the users be bridged into the conference. 

4. After Key in the PIN, speak your name and press # key and wait for the users or 
admin to join.  

5. After admin/users have joined the conference bridge, the discussion may start 
and it can be end by hanging up the phone.  
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