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Drag and drop contacts from the contact list to add them as
participants to this chat.
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/ Making a Call - Choose One: \

From Contacts Tab
* Type number in Search and Dial field
and press Enter
* Type Contact name in Search and
Dial field and click
From Dial Pad Tab
* Type number in Start new call field

and press Enter
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Receiving a Call — Choose One:
From Main Window
* Click to answer
* Click n to ignore
From Toaster Pop Up
* Click Ll to answer

. CIick toignore

N

Setting Presence

* In Social area, click [EE

* Select presence from dropdown

* To sync presence to Outlook
calendar, click o3

* At top of main window select

Extensions from dropdown

Click slider next to Enable Outlook

\ Calendar
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Transferring a Call

Warm / Consultative Transfer
In Main window, click %2
In Pop out window, type name of
recipient in Search and Dial field

Click recipient’s name in dropdown
Attended Audio

Click
Click

to finish

Complete Transfer
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Transferring a Call
Blind / Cold Transfer
In Main window, click %
In Pop out window, type name of
recipient in Search and Dial field
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Listening to Voicemail
From Call History Tab
* In Main window, click 2o
*  New messages are listed in red
*  Click message to open. To listen,
click »

Click recipient’s name in dropdown
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Three-Party Calling
In Main window, click 4t
In Pop out window, type name or
number of third party in Search and
Dial field
Click Call
In Main window click 23 to finish
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Starting a New Chat
From Contacts Tab

* Type Contact name in Search and
Dial field and click S}

* In Main window, type message in
Type your message here... field

* Press Enter to send

k Tick box next to number to turn on /

Chats can be continued or deleted
\ from Chat History tab

K Setting Twinning

* Click [o3

* At top of Main window select
Incoming Calls from dropdown

* Click v next to Twinning

* Type number in Add number field
and press Enter

N
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Setting a Call Forward
«  Click[e3
* At top of Main window select
Incoming Calls from dropdown
*  Click v next to Call Forwarding
*  Type numbers in Set number fields
and press Enter

My Room Conferences \

In Social area, C|ICk

* To invite existing contact, drag and
drop from Contacts tab

¢ To invite new contact, click Copy Guest Link
and paste into email

¢ To start audio, click %

* To start video, click I

* To share screen, click 7!

* To chat to participants, type
message in Type your message

\' Tick box next to number to turn on /

\here... field. Press Enter to send j
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