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InterCall Online User Guide 
Scheduling Reservationless-Plus® Meetings 

By using InterCall Online, you can schedule your Reservationless-Plus conferences on 
the web. The main benefit of scheduling your call via InterCall Online is the ability to send 
automatic email invitations and reminders to your conference call participants.  
 
After logging in, you will be taken to your individual Home page. Your Home page is 
where you’ll find a summary of all the available features and tools that are set up in your 
owner profile. If it is selected by your company, this page may include your company’s 
own branding, as well as special announcements regarding new services and features. 

Scheduling Your Meeting 
You can schedule a meeting directly from your Home page or by selecting My Meetings.  
 

 
 

1 Click Schedule a Meeting from either location. 
 

2 Select Reservationless-Plus from the audio options and click Continue. 
 

3 Complete the Meeting Information section with the date, time, time zone and 
duration of the call. Identify the scheduler/call organizer and click Continue. 

 
4 On the Participant List page, identify participants to invite to your call either 

by selecting them from your pre-defined distribution list (located in My 
Library/ My Address Book) or by adding them manually to the form on this 
page.  
 

              



  

5 Check the Send Notice box if you prefer your participants to receive an 
immediate email notice of the call. Check the Send Reminder box if you 
would like them to receive a reminder email up to 10 minutes prior to your 
call’s start time.   

 
6 If you would like to receive an email invite or reminder yourself, select your 

name from the participant list shown on the screen, check the two boxes and 
add your email address in the appropriate field. 

  
7 Once you have completed adding invitees to your call, click Submit and a 

confirmation will appear. You will also have the option to download the call 
directly to your calendar.  

 

       
 

8 Click Continue to return to the My Meetings page.  

Starting Your Meeting 
You have the option to start an unscheduled or a pre-scheduled meeting from InterCall 
Online and access the Reservationless-Plus Call Manager.  

UNSCHEDULED MEETING 

 
1 Select Start Instant Meeting from Today’s Upcoming Meetings section on your 

Home page or your My Meetings page.  

 
 

 
2 Then select Reservationless-Plus. 

 
3 The Reservationless-Plus Call Manager will open in a separate window.  

 
 



  

PRE-SCHEDULED MEETING 

 
1 Choose a listed conference from Today’s Upcoming Meetings section on your 

Home page or your My Meetings page by highlighting it on the screen. 
 
2 Click the Start button located at the bottom of the page. 

 
3 The Call Manager will open in a separate window. 

 

            


