Q&A Call Moderator Notes
Hi, it’s Pat here from the CTS Support Team. This training is created specifically for the moderators or co-hosts of our CTS Prospect Q & A calls – that is the host that will be moderating the call by taking introductions from guests and members before the call starts and queuing and introducing the guests to the other call host who will be answering guest questions.
Here we will be reviewing how to interact with guests before and during the call and how to manage the FreeConferenceCallHD.com interface. Please download the Moderator notes document to the left of this audio so that you can follow along in that document as we proceed with this training. If you haven’t done that yet, please pause this video now and download either the Microsoft Word or Adobe PDF document. Also, there is a Moderator script to the left with a script that you can personalize with your information.
As a Moderator, you have the enviable task of ensuring that the call runs smoothly. You can ensure that happens by following these steps:
1) Make sure that you are logged into the FreeConferenceCallHD.com interface and are ready to speak at least 10 minutes before the top of the hour. If you have clocks in your home that show different times, please rely on the time on your cell phone as your provider synchronizes it with one of the atomic clocks. It’s a good idea to get connected 15 minutes before hand so that you can ensure that your telephone connection and computer connection are working correctly. Remember, even if you do connect early, you don’t have to start taking introductions until 10 minutes to the hour.
2) When connecting by telephone to FreeConferenceCallHD.com, please do not call in by cell phone – use a land line whenever possible. There is too much possibility of signal interference or a weak or dropped call when using a cell phone.
3) There is a VOIP option to connect to FreeConferenceCallHD.com, but please don’t use it unless you have a fast Internet connection (10Mbps or higher) and a good headset with earphones or earbuds. It is always a good idea to have a headset with a mute button that you won’t get mixed up with other buttons and perhaps disconnect yourself during the call. Always use your local mute button, try not to mute yourself in the FreeConferenceCallHD.com interface, as sometimes it will not unmute when the software glitches.
Once logged in and ready to start talking to the guests and prospects you will need to follow the Moderator script and ensure that everyone mutes their line after they have introduced themselves. It isn’t a good idea to mute them in the interface as they will have difficulty in unmuting from their end if they have a question. Only mute them in the interface as a last resort.
It is also a great idea to make sure that the Hosts are shown at the top of the list of the attendees. This will allow you to see at a quick glance that there are only two hosts connected to the conference at one time. Doing this will prevent any interference in what you are doing or any additional noise on the lines. It would be a good idea to know the phone number that your co-host is using, so if there are more than 3 hosts showing, you know which one to kick off of the call and which one to keep connected. You can show the hosts at the top of the list of attendees by clicking on the title ROLE when you are in the Conference View – this is the default view and shows all the connections in the upper right of your screen. If you click on ROLE and you don’t see the green HOST icon, just click again and it will appear. Remember, if you do see more than two hosts on the call, you are perfectly within your right to terminate the connection of the unknown host(s).
Remember, you are taking introductions only until the top of the hour, so keep an eye on the clock with the correct time. When time for introductions is over, you need to use the FreeConferenceCallHD.com interface to change to the Q & A mode. This is the mode where everyone other than you and the question answering host is automatically muted. You get into this mode by looking in the Web Controls area on the left of your screen and clicking on the drop-down arrow and selecting Q & A.
It’s at this time that you need to instruct your guests how to get into the queue so that their questions can be asked and answered. It’s also the time that you need to reinforce to everyone that this call is for guests only – no members. And that the guests need to have been through the complete 7-Step Presentation Center before they are eligible to ask questions.
Keep an eye on the queue so that you can see who the first person is to enter. The system does not show the individuals in entering order, but once you get the first person asking their question, the system will go to the next entered person automatically if you click on the NEXT button. Keep clicking NEXT as each person gets their questions answered until the queue is getting close to being empty. Then remind the attendees what to do to get into the queue. Something like, “We’re going to our next caller, but there is only one caller left in the queue. If any guest has a question, now is the time to get into the queue by pressing *6 on your telephone keypads. If there is no other question, we will be ending the call after our next guest.”
Once there are no more guests in the queue. Throw the call back to your co-host for them to wrap things up. After goodbyes are said, click on the red STOP MEETING bar. A “Please Confirm” window will pop up with the prompt, “End the conference and drop all callers?” and to the right of that you’ll have the option of YES or NO. Click YES if the call is finished. You will hear “Goodbye” in your headset. You can then click the LOG OUT button and end your Prospect Q & A call.
[bookmark: _GoBack]If you have any questions about this or the interface, please get together with your call host and practice well before the start of your call.  That’s a great way to ensure you’ll be prepared and “in synch” on how to handle any issues that may come up during the call.
