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Desktop Suite Outline

Status Bar ¥ Oliver Sims

In the Office

Menu Bar

Tool Bar

Une 117 Active
(214) 2623932/ TEXAS

Active Calls

Screen 117/Okver Sims Ringng  01.03
103/Shawn Muphy

Button Inquiry

omn

Presence
Pages

L Presence
Icons

Allows you to change you current status depending on if you are in the
Status Bar oS v Eeve _ pendingon ity
office, out of the office, in a meeting etc..
Gives you access to your main page, configuration to make changes to
Menu Bar i
the appearance and adding more menu tabs
Tool Displays a list of icons that change depending on what you are doing.
Gives you access to dialing out, transferring a call, paging etc..
Displays caller information such as Name, Phone Mumber, etc. Also
Active Call Screen | _ = o' _ i i
allows you to call handle directly from the information panel
You can create different tabs for your presence icons. For example,
Presence Pages ) i
sales department, Accounting, Service etc..
Gives you quick access to calling contacts, seeing the current status of
Presence lcons
an employee, etc..

Phone Status and User Availability

> A Red Lamp Field means the employee’s phone is on Do Not Disturb

> A Green Lamp Field means they are currently busy on another call

> A Blue Lamp Field means their phone is forwarded

> Green Writing means they are currently set to In the Office

writing means they are In the office but unavailable

» Red writing means they are Out of the office

e
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Starting UC Desktop Suite _
- From your desktop, click UC DESKTOP SUITE Icon

MIEE Wi
[Bi=hiegs
Making a Call
.
= From your tool bar, click DIAL 'D!I LII ]

. Enter an EXTENSION NUMBER OR 9 + EXTERNAL PHONE number—H%Hw

»  CLICK START or press ENTER on your keyboard
. 9
To DiscoNNECT: Click Hangup «&

Hangup

Start | Cancel

File View Tools Window Links Help

ID!I:": KA AN P

Hoid Transfer Hangup Conf. QuickMsg Record

Call Handling

To answer an incoming call, you can:

a) LIFT HANDSET {ME" : A [Tk R
Line 105 Active 00:07
b) From your Active Calls Screen, DOUBLE CLICK on the incoming call Panel g Ao

— [Eueall

c) From your tool bar, click ANSWER &

Anzwar

Transfer a Call

There are a few ways to transfer a call:
1) With active call...
« CLICK on the active call, DRAG and DROP the call on the employee’s button
« Announce call (optional)
«  CLICK COMPLETE (or hang up) for call to transfer through OR click DISCONNECT to cancel
NOTE: Press VOICE MAIL to send caller straight to voicemail

2) With active call...
RIGHT CLICK on the person’s button you’d like to transfer the call to, then CLICK TRANSFER
Announce call (optional)
CLICK COMPLETE (or hang up) for call to transfer through OR click DISCONNECT to cancel
NOTE: Press VOICE MAIL to send caller straight to voicemail

3) With active call... :
. Click # key, dial EXTENSION number or 9 + EXTERNAL phone number — :
. Announce call (optional) ,
«  CLICK COMPLETE (or hang up) for call to transfer through OR click DISCONNECT to cancel
NOTE: Press VOICE MAIL to send caller straight to voicemail

Exclusive Hold

«  With the active call, click ?
To RETRIEVE: double click held call

North American Telecommunications Group Service: 604 -856- 9155
in the end...it all comes down to service Email: se rVice @ n atg ca
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Intercom Calls

»  Click employees PRESENCE button
NOTE: RIGHT CLICK the Presence button to choose an ALTERNATE NUMBER to call the employee ie. Mobile (if
there is an alternate number stored) or to leave a voicemail =

| ﬁ Dial Alternate ¥ Mobile[2143852262]

Phone Meszage
L prem— ]

Creating a Shortcut to Access your Call Log

. File View Tools Window Links Help
- Click WINDOW ——— 290
. Click 4 CallLog & @ - e % anf. CuickMsg Record Page
- Call Log _
Click iE PIN 1O BLF button —— Calllog  View

Note: This allows you to have quick access to you Call Log

</
Inbound  Outbound

Type Date
5loswmans
Qln 6/19/2014

Al

Redial/Caller ID
Click you CALL LoG TAB (or click Window, then click Call Log) 8 O 9O @
CHOOSE the LoG you would like to scroll through :, e : R

12/23/2013

Demo Room

»  DOUBLE CLICK the number you would like to call

[&]n [127232m3 [217Pm | Demo Room [ 105 [Natg
Changing Your Presence Status o
= From the status bar, CLICK on your CURRENT STATUS — ?xn e
»  CHOOSE the sTATUS you would like active, for example: “Out to Lunch” |* oneesten |
»  CHOOSE the PHONE SETTING you would you like active: ~la In Meeting
- Do NoT FORWARD - rings contiuously at desk, no voicemail. “f e —
- FORWARD — allows you to choose between: e Ste: |5 Ovtof e Offce =
Forwarding directly T0O VOICE MAIL
Forwarding To ANOTHER EXTENSION :mwm =] Joeos =
Forwarding To AN EXTERNAL PHONE Bxpected Retum | Monday . December 23,2013 »| fo3:00 P =

number (note: you must put a 9 infront of the phone number)
- Do NoT DISTURB — sends calls directly to Voice Mail
- FORWARD BOTH RING — rings both desk phone and cell phone(or extension number)
DON’'T CHANGE FORWARD — does not change current forwarding
Enter an expected time of return (optional)

« Click Ok = =
Note: When entering additional information like expected time of returned, other [ ”""“‘”_' &= | 0a
. .. . . . Out to Lunch
employees will be able to see this information simply by hovering over your = Retum: 11/1/2012 3:00 PM I
presence button. FWD to: Voice Mail (200)

Changing a Coworkers Presence Status (if applicable - must have admin rights)

«  From your presence page, RIGHT CLICK the employees PRESENCE BUTTON you would like to change
»  Click SET PRESENCE

«  CHOOSE the PRESENCE you would like active
«  Fill in additional information (optional)
« Click OK

North American Telecommunications Group Service: 604 -856- 9155
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Creating Diffrerent Presence Pages
From the Menu bar, Click TooLs

. C||Ck @ Preferences

Click BLF/DSS — —Gemerd» BLF/DSS | Recording | Personal Gresting

Click [ new

- ENTER the NAME for the Group. Example “Accounting”
« Under Entensions, Click on the Employee you would like to Add —t

« Choose next employee or click ok when finished
Note: When initially setting up a different presence page you must check off the

Bxension First Name: Last Name
103 Kiisti LePore

BifGroups
Visible Tabs

[¥] Al ~ Move Up
N : F i) . [¥] Call Lo
pages you’d like to use(and move them up or down in priority): >.9_ ——
Note: Your Presence Pages appear at the top of the presence buttons L] Trunks
Creating a Shortcut to Access your Directories
« Click Window ———
File  Edit View Help
. i Directo i e ae B o5 ) s o .
. Click ® PIN T0 BLF button
Note: This allows you to have quick access to the Directory _LAl LAsausiag—Spe=ttrzP" Disctory |Cal Log
File Edit View Help
by, k2 g & & |

Adding /Changing & Using the Directory

To ADD A CONTACT:

Mew

Click your Dlrectory tab (or click window, then click Directory)

w0

" CIICk Personal Directory Cont s Personal F‘P Eih DEF

| NewEntry I

Click New, then click New Entry = oo,

Enter desired information & any new alternate numbers

« Click Ok when finished

To MAKE CHANGES to a Contact:
Click your Directory tab
Click Personal e | (Or Disctory if you hav
+ Choose the Name you’d like to change
Click Properties |,

«  Make applicable changes
- Click Ok when finished

To MAKE A CALL using the directory:
Click your Directory tab
« Choose the directory you’d like to access

e admin rights)

w
Directory Contacts Personal

General
First Name:

Last Name

Telephone

E-Mail

Properties Delete Print  Action

NATG

6048565155

service @natg ca

Altemate Numbers

Number Type
6045262129 Business

Modify Delete

«  Right click on the name you’d like to call and choose “Dial Extension” or “Dial Alternate” (if applicable)

North American Telecommunications Group
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Adding & Using Speed Dial Buttons

To ADD A SPEED DIAL TAB TO YOUR PRESENCE PAGE:
From the Menu bar, Click TooLs

Click [® Pferences BiGroups
. Visible Tabs
Click BLF/DSS =Gemed¥ BLF/DSS | Recording Al -

Check off the Speed Dial tab —>

Directory v

To ADD A SPEED DIAL BUTTON: /
«  Click your Directory tab (or click Window, then Directory)

Right click the person you would like to add

»  Click Add Speed Dial
OR From Outlook:

Search the contact yuou would like to add

Right click on their name
Click MNECUC Desktop

Clikc ~NEC Add to Speed Dial

To ACCESS A SPEED DIAL BUTTON:

Chandler Bing
Jimmy Frank

[Al [ Speed Dial| Directory

File  Edit

Help

Dial Main
Dial Alternate
Add Note
Properties
Delete

At

Add Speed Dial

From your speed dial page, Click on the Speed Dial button you’d like to call 4™ Taccouning | Spesd Dia
103

Instant Messaging

From your PRESENCE PAGE, Right click the person you would like to instant message (this will only be
available if they are logged on to Desktop Suite(their name and status will appear Yellow)

Click Instant Message
Enter the message you’d like to send then click Enter or Send

Calling out from OQutlook

From your outlook Contacts, search the contact you’d like to call

Right click contact’s name
Click Call
Choose number you’d like to call

Transferring a call from Outlook

With an activate call, search the contact you’d like to transfer to

Right click contact’s name
Click NEC UC Desktop
Click MEC Transfer

Choose Supervised or Blind Transfer
Choose the number you would like to transfer to

Dave Bentsen

_ [X]

/52012
Are you busy?
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Conference calling from OQutlook

«  From your outlook, search the contact you’d like to conference with
- Right click on the person’s Name, then click M« U= Peskiop

. Click MEC Conference

+ Choose the number you would like to call to add to the conference

Creating an Calendar Event

« Create a new calendar event

. Click Set Presence —

» Choose the Prsence you would like activated

Tcaenon . [
] X Delete
Save &
o

o L Porward -
Attier

=l B

Appointment| Scnedusng

B2 showar @l busy

- O Q B

o AN

4 Reminder 15 mnut

» Choose Phone Settings (forward to Vm or Cell)

Subject:  Sales Cat

Location:  Acme Widgets

Start time:  Fi 6210/2011

Endtme  Fr 61072011

Dolver proposal

AN
G 1
Subject [Sales Cat
Location [Aane Widgets L]
Presence State >
[ In the Office N
Phone Settings |1 On Vacation o j
5 Business Travel
<@ n a Meeting
Samerce 3 Out to Lunch
4. Sick
Schedule i Gone for the Day
7, Out of the C¥ice [ig -
Start Time L F¥—10, 2011 ~] [0s:00Am -
End Time | Foday June 10,2011 ~| [os05Am -
[T At End Time apply the following settings
Presence State: >
Phone Settings [D“ Not Forward L] I :‘

=] (900 A
[=] 905 am

=] 1A% dy evert

» Choose what presence you’d like activated at the end of the meeting time

« Click Ok when Finished

v
Tategonze Spemng
nes - .

# towimportance

Note: When an employee hovers over your presence button, they will see the information you’ve entered

Al Sda]MlSer\;m]MMa.

0B v I (=]

Chadie Nyman
) Out of the Office
A Sales Call
Acme Widgets
Return: 6/10/2011 9:05 AM

FWD to: Voice Mail (200)
Deliver proposal.
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