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A. Getting Started 
 
Thank you for subscribing to Calliflower! Designed to meet the growing conferencing needs of your 
business, Calliflower Premium is the single solution that combines conference calling, document sharing, 
text chat, and more in an easy and intuitive online environment. Calliflower is easy and interactive 
thanks in large part to our web interface - an easy to use interactive dashboard that makes organizing 
and participating in multi-party calls simple and engaging. 
 
You only really need a phone to access Calliflower conference calls; however, by accessing the web 
interface of your call you will derive the most benefit. Calliflower does not require any special hardware 
nor do you need to download an application. All you need is the latest version of Adobe Flash Player, 
which is generally pre-installed on most computers. It is free to download at; 
http://get.adobe.com/flashplayer/ 

 
Creating calls with Calliflower is simple, fast, and secure. For you to create calls, you will need to log into 
the Calliflower app site: https://apps.calliflower.com/login/login_page.  Bookmark this page and add it 
to your favorites for quick and easy access every time. Once you enter your credentials you are logged 
into the Calliflower system and you will be able to start creating calls. 
 

 

 

 

 

 

http://get.adobe.com/flashplayer/
https://apps.calliflower.com/login/login_page
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B. Calliflower Main Application Page 

 

When you log in to the Calliflower application, you will be directed to the ‘HOME’ tab, similar to that 

illustrated below. On the right hand side of the page will be listed ‘PUBLIC CALLS’. These are calls that 

Calliflower customers have created and they are inviting members of the Calliflower community to 

attend. Your calls will be listed on the left hand side of the page. From here you have access to; ‘LIVE 

CALL’ (a call that you have created or have been invited to attend and is open for you to join); ‘MY 

UPCOMING CALLS’ (calls you have created or have been invited to), and; ‘MY RECENT CALLS’ (past calls 

that have concluded and are being archived). 
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By selecting ‘VIEW’ you will be directed to the call Dashboard. If you want to change or modify a call that 

you have created, select ‘EDIT’. Selecting ‘CANCEL’ removes or deletes the call from either the upcoming 

calls list or the call archive. ‘RSVP’ gives you the ability to respond to an invitation to join a call. 

 

C. Personal Identification Number & Security 

 

Unlike other conference calling services, Calliflower provides you a unique Personal Identification 

Number (PIN) per individual call, which makes your conference calling more secure. By having callers 

individually identified through PINs, organizers and moderators can visually identify who has joined the 

call and you can be assured that no one else can join the call under your name. 

Types of PIN’s 

 PIN - Each participant has a unique Personal Identification Number for each call that is indicated 

in his Call Dashboard and/or is included in his or her email invitation. Simply enter your PIN 

when prompted if calling through via telephone or Skype. If you prefer to use a single PIN for 

every call, use the MOBILE PHONE NUMBER option. 

 

 Mobile Phone Number - You can use your Mobile Phone number as a PIN for every call you want 

to participate on. To enable this option, go to SETTINGS and enter your mobile phone in your 

Account Profile. This will allow you to enter your mobile phone number rather than the PIN 

when joining a call. 

 Quick PIN - The call organizer can provide a public access number (Quick PIN) for guest 

participants to join the call. These participants would be displayed as Quick Callers. In case there 

is more than one quick Caller, they will be labeled as Quick Caller 1, Quick Caller 2, etc…  
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D. PERSONALIZE CALLIFLOWER 
 

Calliflower has some personalization settings that can save you a ton of time and enhance the user 
experience. 

1. Set Your Local Dial Call-in Number 

Save money on your calls by setting a local dial-in number. That way you won't have to make a long 
distance call to participate in your call. When you organize a call as a Calliflower Premium subscriber, all 
the participants on your call can also use the Calliflower local dial network. 

To get the benefit of local dial calling, you need to tell Calliflower where the nearest dial-in number is for 
you. To do that, click on http://apps.calliflower.com/account/call_in_numbers or select ‘CALL-IN 
NUMBERS’ at the top of the page. 

Calliflower will ask you to log in if you are not already logged in. From the drop down list, choose the 
primary call-in number for your city, and click ‘Save’. 

 

http://apps.calliflower.com/account/call_in_numbers
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What if you don't see a number nearby you? Visit http://www.calliflower.com/contact and let us know. 
We have numbers available in over 5,000 cities and 42 countries. They can often be configured in as 
little as 24 hours. 

2. Set up Your Profile 

Click on https://apps.calliflower.com/account/profile, or select settings at the top of the 
page. This is where you can upload a photograph of yourself, modify the name that will be 
displayed, enter your mobile phone number, select your time zone and country, and/or 
change your password. 

 

We recommend you put your mobile number in. You can use it as a PIN number, and you can receive 
notifications of upcoming calls by text messaging. Plus, if you call in from this number, you will never 
need to set a PIN again. Go ahead and configure your mobile phone in Calliflower. Once you've done 
that, you can elect to receive notifications about upcoming calls and invitations to those calls by text 
message. And, if you call in using your mobile phone, Calliflower will automatically recognize you and 
put you into your call. 

 

  

http://www.calliflower.com/contact
https://apps.calliflower.com/account/profile
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3. Set Your Invitation and Reminder Settings. 

If you choose to receive notifications on your mobile phone, you will receive invitations to conference 
calls by text message. You will also receive reminders, including the dial-in number, fifteen minutes in 
advance of the call which makes it super easy to get on the call. 

If you enable the email option, you will receive conference call invitations and reminders by email. The 
email invitations are sent with an attachment that you can use to automatically import the call into your 
preferred calendar application (Outlook, iCal, Google Calendar, etc.). In addition, fifteen minutes before 
the call is scheduled to start, we send you a reminder about the call. We recommend you enable both 
phone and email notifications in order to get the full Calliflower experience. 

Click on https://apps.calliflower.com/account/notifications to choose whether to receive SMS text 
message and/or email reminders and invitations for calls. We recommend at MINIMUM email. But if 
you're like me, you're frequently not near a PC to receive email, in which case SMS text messages are a 
great tool. 

 

4. Assigning Additional Call Organizer Seats 

For most Calliflower customers you have two or more call organizer seats to use. To assign the 

additional seats available to you, log in to Calliflower and go to Settings, then Premium Settings. Under 

the heading “Share with up to “x” other organizers”, enter the email address of the person that you 

want to assign the seat to and press “Enter”. 

 

https://apps.calliflower.com/account/notifications
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Upon assigning all seats, select “Save” at the bottom of the page. The following email will be sent to the 

person(s) invited; 

Subject:                                 

You have been invited to join Calliflower by Pat Richardson! 

If you accept, you will have access to the premium features. If you have a free trial it will be 

postponed while you are a member of this account. 

Click the following link to accept the invitation: Accept invitation 

Thanks, The iotum team 

 

When the person invited has accepted their invitation, a green check mark will appear beside their 

name on your Premium Settings page. They now can organize calls on your account. 

 

Similarly, to remove them as a call organizer, check their name or email address in the left column and 

select REMOVE. 
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5. Designating a Delegate 
 

One common scenario is having an assistant organize a call on your behalf.  Calliflower gives you the 

ability to "delegate" your call creation rights to another, so that person can create, edit and manage calls 

just like you.  In order to do that the person acting as your delegate must also have a Calliflower 

account, although they do not need to have a premium Calliflower account.   

 

To designate a person as your delegate: Search for that person in the address book.  Simply type the 

person's name into the address book.  If they are not already part of your address book on Calliflower, 

enter their details, and Calliflower will then match that account with the person's account. 

Once the account has been found, to the right you will see the account details for that individual.  

Underneath, you will see a check box allowing you to delegate call creation to that person.  Click it to 

mark it yes, and then simply press the save button.  

 

 
 

6. Set Social Networking Settings 

Many people announce 
webinars and teleseminars on 
Twitter or Facebook. Calliflower 
can do this automatically for you 

as well. Click http://apps.calliflower.com/account/facebook 
to configure settings for Facebook or Twitter if you use 
these social networking tools. Plus, since it shortens the 
URL with bit.ly, you can also track the number of people 
who click on your links from these services. It's a total 
bonus for marketers! 

 

http://apps.calliflower.com/account/facebook
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E. THE CALL DASHBOARD 

Calliflower integrates all of your features into one simple yet powerful application. Inside the conference 

call dashboard, you will be able to see your documents, participants, recordings, chat, and much more. 
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F. CREATING A CALL 

Creating calls with Calliflower is simple, fast, and secure. For you 
to create calls, you will need to log into the Calliflower app site: 
http://apps.calliflower.com. Once you enter your credentials you 

are logged into the Calliflower system and you will be able to start creating calls for today, tomorrow, 
next month or even next year.  
 
Select the ‘Create A Call’ Tab and enter your call details into the Subject and Agenda windows as 
required.  

 

 

 

 

 

 

http://apps.calliflower.com/
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Select the date and start time of your call. The call duration is set by selecting the time and dragging out 
the time range. 

 

If you would like to establish a recurring call or a call series, select and complete the 
Recurring Conference Call Settings that will appear in the pop-up window as illustrated below. 

 

 

Access 

The default setting for your calls is ‘private’. Private conference calls are viewable only by participants of 
the call and do not show up in the profile, news feed or any other places where non participants could 
view the call. Only the organizer can add participants to the call. Public conference calls are viewable by 
anyone who has the Conference application installed. Also, anyone can join a public conference call. This 
is ideal for town hall type discussions, fantasy sport type calls, etc. 
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Advanced Options 

When you select “ADVANCED OPTIONS’ on the call creation page, it will expand to reveal some 
additional functionality. Here moderators/ organizers can choose to automatically start the call 
recording when your call begins and upload a customized greeting or private message that will play as 
participants join the call - size limitation 4MB. 

 

Webinar Mode - This new call format will permit participants to see and interact with moderators and 
organizers only. When a participant joins the call; they will not be able to see other attendees on the 
call; they will not hear how many participants have joined the call; they will be automatically muted, 
but; they will have private moderator chat. Moderators can then decide to delete or publish the chat 
wall posting(s) for everyone to see. Also, when Webinar Mode is selected, the participants list in the 
Calliflower call invitation and the call reminder is hidden. Invited participants will not be able to see who 
else has been invited to the call. 

 

G. Ways to Invite People to Your Conference Call 

One of the best features of Calliflower is how it manages invitations to your call. Calliflower actually has 
three ways to invite people to a conference call, depending on what you want to do. 

1. Send a Calliflower Invite 

You can load participants email addresses into your Calliflower address book, and send them an 
invitation to participate from within Calliflower. This is the best way to invite people to a Calliflower call. 
When you do that, Calliflower gives them a personal PIN, and a personalized web link so that they can 
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join the call and be identified as being on the call. Calliflower also manages RSVP's, so that you know 
who is planning to attend your call. Visit the Calliflower address book and import your contacts from 
Outlook, Gmail and other services. 

 

 

2. Mail a Call Link 

You can mail the call link to your participants. This link will look like 
http://apps.callflower.com/conf/show/xxxxx and may also contain a very long string of identifying digits 
at the end if your call is a private call. Participants then click on the link, and are able to sign up for, and 
participate in the call. This is a very simple way for you to mail invitations; however, each individual 
participant must be a Calliflower user in order to participate. If not, they will be required to sign up in 
order to a personalized PIN. 

 

You can find the call link at the bottom of the second page of the call creation wizard. 

 

 

http://apps.calliflower.com/account/address_book
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3. Email a Quick PIN & Call Number 

You can email participants a Quick PIN and the call in number. This is a very good tool for simply 
getting people onto a call. No registration is required to participate, but callers cannot access the 
Calliflower dashboard without registering, and the moderator cannot identify callers. Still, it's a great 
solution for a large mailing, or a quickly organized call. 

You can find the Quick PIN on the dashboard for your call; it is in the Conference Call Details window 
under “Advanced Options”. 

It looks like this; 
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H. Conference Calling Options 
 

Phone: Dial from anywhere in the world to our world-wide network of local dial in numbers to get 
connected. 

Skype: Calliflower is accessible to international conference call participants via Skype, which is a no cost 
and easy to use way to participate in an international conference call.  When people join a Calliflower 
call using Skype you aren't doing a Skype-to-Skype call. These participants are connecting directly to our 
Telecomm grade network so we can maintain very high audio quality. Our Skype Id is calliflowerskype. 
This produces much better and more reliable results than an international Skype to Skype conference 
call. 

Just add ‘calliflowerskype’ as a contact in Skype.  You can then call Calliflower directly from Skype.  The 
best part is it’s FREE! 

 

I. Sharing a Document During a Conference Call  

Calliflower is a simple solution for sharing documents while on a call. It doesn't involve mailing the 

documents in advance. It doesn't involve asking all your participants to download files onto their 

computers either. It's the simplest and easiest way I know of to share a presentation, document or 

spreadsheet. 

To start sharing a document during a Calliflower call, simply press the "start document sharing" button 

on your screen. 

 

When the document sharing application opens up, look at the bottom of the frame and click the button 

labelled "Click to add a file." You can upload any of the common office document formats including 

Microsoft Word, Excel, PowerPoint, or a PDF file or an image. Your file is uploaded, converted and in a 

few seconds available to be presented to everyone else. And if you want to really impress your callers, 

you can upload the document ahead of time, so they don't have to wait on the line. Select it, and start 

presenting!  
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To display the document simply click on the icon  beside the document name. If you want to delete 

or remove the document from the list, simply click on the delete symbol . 

 

 

The default setting is for document sharing is Presentation mode. This is where you as the organizer or 

moderator have full control of all the document sharing features. Your participants will not be able to 

comment or upload documents. To switch to Collaboration mode, giving both you and your participants 

the ability to add comments to the presentation, highlight sections of the document, upload and 

download files, as well as switching slides, simply click on the “Enter Presentation Mode” or “Enter 

Collaboration Mode” as illustrated below. 
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J. Call Recordings 
 
Record conference calls from the web interface or phone, then make them available to everyone in 
seconds as MP3 files. Recordings are available for download immediately and also after the conference 
call. There are two methods to begin recording a call; 
 

1. Under the “Create A Call” tab, expand the Advanced Options on the first page, where you can 
select to have the recording start automatically as soon as the first participant joins the call. 

 

 
 

2. You can manually start and stop the recording when you are on the call by selecting the 
following; 

 
 
 
 
Recordings can be kept indefinitely.  They are low cost to store and our customers like this 
service.  Enacting storage limits may be required in the future, but that's not something we're doing 
right now. 
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Shareable Link – allows organisers / moderators to copy and email 
the link to the recording or to download and save the recording. 
 
Publish – organisers / moderators will have to ‘publish’ the recording 
to make it available to all call participants. 
 
Delete - allows organisers / moderators to delete (remove) the 
recording from the call dashboard 

 
 
 
 

 
 
 
 
The Shareable Link to the recording looks like this; 
 

 
 
Publishing; 
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K. Calliflower Mobile and on iPhone 

Let's face it, it's not always convenient to be at a PC when a conference call is happening. 

Calliflower’s iPhone application takes your conference calls on the go!  A subtle 

integration of various meeting tools, Calliflower Mobile is a handy solution that allows 

you to create, participate, and moderate conference calls in no time.  It even sends 

invitations and puts the calls in your calendar!  Plus, Calliflower dials up engagement 

with participant photos, and easy to use moderation controls such as hand raising and 

muting.  

Calliflower mobile's user friendly call dashboard not only displays conference call participants, but also 

allows you to cleverly manage and record the ongoing conversation at the click of a button. 

Depending on the type of mobile phone that you have, some of the features of 
Calliflower may not be available from your device. However, we have implemented 
some handy * codes for moderators and participants to use: 

*4 Obtain list of commands 
*2 Raise/lower your hand 
*6 Mute/Unmute your line 
*7 Start/Stop recording (only for the moderator) 
 

 
L. Calliflower Help & Support 

Try visiting Help/FAQ to get more help, you can leave us feedback there.  

 

Or try visiting our Frequently Asked Questions pages on our website at http://www.calliflower.com/faq/ 

You can also send your support requests to support@calliflower.com. 

http://apps.calliflower.com/conf/help
http://www.calliflower.com/faq/
mailto:support@calliflower.com

