
 
Version 1.2                                                                     February 12, 2009 

 

  

  
 
 

My Teamwork 5.0 – Creating a Conference Call 
 
This Help Guide will assist you with creating your first scheduled Conference Call and how to send an invitation to 
participants via Email or calendar events.     
 
To  create your scheduled Conference 
Calls, login to My Teamwork by typing 
this URL in your browser: 
https://myteamwork.accd.edu  
 

 

To login: 
1. Your User ID is your PALS ID 

(example: nmorales51) 
2. Your password is your Email 

Password 
 
NOTE: You can retrieve your password 
from the Employee tab in PALS.  Login 
to PALS and click the Employee tab, in 
the Welcome to PALS Web Services 
channel, click Welcome to PALS Web 
Services. Click Employee, under 
Personal Info select Email Password.  If 
you need assistance contact Support 
Central at 485-0555, option 4. 

 
If this is your first time using My Teamwork, please refer to the Help Guide titled “Joining a Scheduled 
Conference Call” and follow the First Time User steps.  

Help Guide 

https://myteamwork.accd.edu/
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Once you are successfully logged in, click 
the “Actions” menu and select “Schedule 
a Conference”. 

 

Fill out the New Conference information 
and click “Submit” to proceed. 

 
You can assign a delegate or be assigned 
as a delegate to anyone who has an ACC 
My Teamwork account. (Think of this like 
the “Send on behalf of” feature in 
Outlook.) 
 
Click “Owner” and select the desired 
owner for the meeting. 
 
To see how to add a delegate, please see 
the Quick Tips Help Guide. 
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Conference Call Details 
 
From the details window you will be able 
to add presentations, invite your 
participants and leaders or change the 
details of your Conference Call.   

 

Presentations and Attachments 
 
From the Conference Call details window, 
click “Presentations and Attachments” 
located on the left side panel.  Then click 
the “Upload” button. 

 

Click “Browse” and locate your 
PowerPoint, Word or Excel document. 
Once the file has been selected click “OK”, 
you can also password-protect the 
documents. 
 
 

 



 
Version 1.2                                                                     February 12, 2009 

Sending Invitations 
 
NOTE:  Because of access codes, you must 
send a separate invitation to your 
participants and to your leaders.  We 
recommend NOT choosing the both 
button, because your participants will 
receive the leader access code. 
 
From the left side panel, click “Details” 
 
To send Email invitations or Calendar 
appointments, to your leaders, click the 
“Leaders…” button. 
 
To send Email invitations or Calendar 
appointments, to your participants, click 
the “Participants…” button. 

 

The calendar appointment dialog box will 
open; click “Open” to see and edit the 
appointment details.  

 

Once the calendar appointment appears, 
click the “To” button and type in your 
participant’s or leader’s Email address and 
click “Send Update”. 
 
Your participants or leaders will receive a 
confirmation Email in their inbox and their 
calendars will be populated with the 
Conference Call appointment.  
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Once have entered all your details, 
uploaded your presentations or 
attachments and have sent your 
invitations to your participants and 
leaders.  Click the “OK”   
 
 

 

You can always go back and review or 
make updates to your Conference Calls by 
double-clicking the desired Call under 
Scheduled Conferences. 

 
 
 
If you need further assistance, please contact Support Central at 485-0555 or email helpdesk@mail.accd.edu. 
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