
 
MeetingPlace Access Phone Number 

509 335-4700 
Check the number on your Meeting Invitation 

 
 

  
Attend a meeting  

as a guest 
Enter your User Profile

 

Enter your Profile Number   
 

Enter your Password   
 

Then… 

  Review MeetingNotes,  
    Recordings, and other  
    attachments as a guest 

 

   

  
 

      



 
 

To Attend a Meeting 
 

To Schedule a Meeting 
 

 
In-Meeting Features 

Dial the MeetingPlace 
 phone number: 
509 335-1700  

Dial the MeetingPlace 
phone number:  
509 335-1700 

Once in the call press # then 

 
-  Press 1 to attend   
-  Enter Meeting ID, then press # 
-  Be prepared to speak your name 

then press #  

 
-  Press 2 and then enter your profile 

number:_______  
then press # 

-  Enter your password:________    
then press # 

-  Press 2 to schedule a meeting 
-  Follow the prompts to set the      

month, day, start time, length, and 
number of locations 

1 Move to a breakout session 
2 Roll call and who’s talking 
3 Dial out to other users 
4 Lock the conference 
5 Mute your line 
6 Record call/get attachments 
7 Q&A Options 
9 Depart Meeting 
0 Get assistance 
*Interrupt Prompt 
# Hear menu 

               

 

            
 
 


