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INTRODUCTION

Welcome to the UC Suite Web Client for the SV9100 telephone system. UC Suite provides extensive
telephone functionality within one versatile application. Through this application, you have access to
many of features of the SV9100 telephone system. You can access their features while sitting at your
office desk, working in a conference room or traveling out of the office.

UC Suite allows you to control many of the functions on your SV9100 deskset telephone through simple
PC controls. In many instances, you can complete phone conversations, transfer calls and hold multi-
party conferences without ever having to touch the phone. In addition, you can see if other employees
are in the office, on another call or unavailable. This information can save you valuable time when trying
to connect with your co-workers.

UC Suite Web Client allows you to launch the UC Client within an Internet browser window. The
browser-based client provides many of the features available with the UC Suite Deskt®p client. ThIS
browser-based client can be accessed from a variety of platforms such as, PCs, Macs® and Linux®.

SYSTEM REQUIREMENTS

The following are the minimum requirements for using UC Suite Web Client.

3 You can use Internet Explorer 1@, Google Chrome™ 41 (recommended browser), Mozilla Firefox® 37 and
Apple Safari® 5.0.6 .

If the browser you use does not support all of the

‘ application functionality, a warning message is Hide Browser Warnin( 50

NOTE displayed on the Login Screen. The image to the 1. Notifications API is not supported by this
right shows an example of the warning message. browser. Alerts for incoming calls TR
As an example, Chrome may display buttons on will be limited.

some pages that are not shown in Internet
Explorer. In this document, screen shots are taken
from both Internet Explorer and Chrome, so you
may notice some slight differences in the displays.

O SV9100 system must be equipped with system software version 3.0 or higher

O UC Suite software version 3.0 or higher

LICENSING

Licensing may determine the feature set that you have available. This document provides instructions
for all of the features. If you do not have some of the features presented in this document, contact your
System Administrator.

SV9100 UC Suite Web Client User’s Guide 1



LOGGING INTO THE WEB CLIENT

To access the Web Client, launch the client from your web browser. For example:
https://192.168.1.100/ucsuite

To log in:
1. When the Login screen is displayed, enter your User name and Password.

' The user name and password are assigned by your system administrator.
NOTE

2. Click Sign in. The UC Suite Main Control Menu is displayed. Refer to Main Control Menu on page 4.

Figure 1 Login Screen

NEC Empowered by innovation NEC UC Suite

AShow Browser Wamings §))

Please sign in

Enter User
Name and -
Password <
@, | Password
[ Remember me
Click to Login
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UC SUITE SCREEN LAYOUT

The main page is comprised of the following sections.

Q

Qa

Main Control Menu

Call Park and Page
Functions

Search Function

Active Call Area

Current View

This area includes the Product Name, Views, Dial Control function, My
Availability function and Feature Menu option.

This area provides access to the call park and paging functions.

The search function is used to filter the current display to quickly locate a
member of your Buddy List or Contact.

Note: By default, the Search function is not displayed. Access the Settings menu to
turn on the display.

The active call area displays entries for each call that is being controlled
by the application. This screen displays during active calls.

This area displays the contents of the currently selected view, such as a
Buddy List, Contacts, Call History or Chat.

SV9100 UC Suite Web Client User’s Guide 3



Main Control Menu

You can resize your browser window to display in landscape or portrait mode. When you resize, the
screen layout adjusts accordingly.

When the screen displays in landscape mode, as shown in Figure 2 UC Suite Main Menu - Landscape
Mode, the Buddy List displays in three columns and the View Control selection buttons are located at the
top of the screen in the Main Control Menu bar along with the Telephony and Feature Menu options.

When the screen displays in portrait mode, as shown in Figure 3 UC Suite Main Menu - Portrait Mode on
page 5, the Buddy List displays in two columns and the View Control selection buttons are located at the
bottom of the screen. The Telephony and Feature Menu options are displayed in the Main Control Menu
bar area at the top of the screen.

‘ " Multiple column display is the system default setting.
NOTE

Figure 2 UC Suite Main Menu - Landscape Mode

Current View
Options Main Control
Pl Menu Bar

& Call = ! Page
parking - =

. G. Cates 3904 n Mark Hughes 3923 T.Loving 3920
LH In office 5 L In office [ ] H In office
- ~ = [~ .

= Yoo =

Current View
Displays

Se‘ecte_d iew
& Incoming call Option)

& G.Cates

p——
Active Call Area
Incoming/Outgoing Call
Popup Menu
(Visible while dialing or

incoming call ringing)
Al 3901 0:11

@ D. Dennis .

Il Hold = Transfer ~End call More «

\ Active Call Area

Active Call Display Screen
(Visible while on a call; displays
near the top of the Main Menu
screen)
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Figure 3 UC Suite Main Menu - Portrait Mode

Main Control
Menu Bar

NEC UC Suite

& Call ! Page
. Park v | Unpark « No page x
parking
G. Cat 3923

& Incoming call

H Inol 1]
a3 Current View
Displays

Selected View

Option
T.Lovir & G._Cates ption)
Hinol
(el
\ Ac_tiveleoCatII Areac 0
) ) ncoming/Outgoing Ca
7~ \Voicemail ¥ Ignore __Popup N'ﬂ;_nq
(visible while dialing or
incoming call ringing)
Al 3901 0:11
@ D. Dennis . Active Call Area

~——___Active Call Display Screen

(visible while on a call;

displ the t f th
Il Hold * Transfer —~End call Mare « i S Meenu°§c°,.een?

Current View
Options

SV9100 UC Suite Web Client User’s Guide 5



Search Function
The Search function is visible within the Home (Buddy List) and Contacts views.

‘ —— Bydefault, the Search function is not displayed. Access the Home page option on the Settings menu to display

NOTE the search bar. Refer to Showing/Hiding Filter or Search Bar on page 1-89.

Home (Buddy List) Search

As you enter text in the Search field on the Home screen, the program compares the names within the
Buddy List and filters the entries in your Buddy List. The names that match your search criteria are
displayed. When you clear the Search field, all of the members in your Buddy List are redisplayed.

Figure 4 Home View - Search Field

Search
Field

NEC UC Suite Home »

&= Call — T Pags
et ark - 30 -
Q -
- G. Cates 3904 Mark Hughes 3320
2 In office =) LA in offics
G . . . sl g

Contact View Search

When you use the Contact View search, you can search using the Display name, Ext name (Extension
Name) and Ext (Extension) fields in the Company directory. As you enter text in the Search field on the
Contact screen, the program compares the names within the contact List and filters the entries in your
list. The names that match your search criteria are displayed. When you clear the Search field, all of the
members in your contact list are redisplayed.

Figure 5 Contacts View - Search Fields

&, Call -
parking - park -
Contacts
Search
: Fields
&+ Add Contact 1 Export
Display name Ext name xt =
& 1 PV Wirgless PV Wireless 3895 -~
& ‘. UCB CNF UCB CNF 19846 ~
rd 1, Conf Phone 2 Conf Phone 2 3544 -
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Active Call Area

The Active Call Area displays calls that are currently active (incoming or outgoing). When an incoming
call is received or when you dial an outgoing call, a popup menu displays. The popup menu provides
additional call handling options such as Answer, Voicemail, Ignore, End call or Hide. Some of these
options provide access to options specific to the operation you selected. For example, when you click
the Hide when dialing an outgoing call, a popup screen displays that offers the option to end the call.

Arrows on some of the screen displays indicate whether the call is incoming or outgoing.

[ Incoming Call Answered: H 1 Outgoing Call Answered: H

1 Incoming Call Unanswered: H 1 Outgoing Call Unanswered: z

Refer to Handling Calls on page 10 for detailed call handling instructions.
Incoming Calls

When an incoming call arrives, a popup menu is displayed similar to the one shown in Figure 6 Incoming
Call Popup Screens.

Figure 6 Incoming Call Popup Screens

Incoming call

SV9100 UC Suite Web Client User’s Guide 7



When you receive a call, a popup menu displays showing caller’s information (if available) along with the
following options:

O Answer

When you select Answer, the incoming call is answered and another popup screen is displayed. This
screen provides several more call handling options.

b | 3901 0:11
w D. Dennis .
Il Hold * Transfer —~End call More «
@M Video
& Add call
& Park...

O Voicemail (if configured)
When you select Voicemail, the call is transferred directly to your voice mailbox.

3 Ignore
When you select Ignore, another popup screen displays. This screen allows you another opportunity to
answer the call before it is forwarded to your voice mailbox. If you answer the call, another the popup
screen displays that provides several more call handling options, such as Hold, Transfers, End call as well
as other options.

L' 3904 0:00
- G. Cates =

Outgoing Calls

When you initiate a new call, the New Call popup menu displays. As the call is dialing the number, the
handsets flash. The telephone name/number of the called party (if available) is also provided.

Figure 7 Outgoing Call Popup Menu

New call

. Dialing

‘. Ly

3001

(J) Do not show me this again
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You have two call handling options:

a Endcall
When you select End call, the call is terminated.

O Hide
When you select Hide, another popup screen displays. This popup menu allows you to terminate the call by
clicking the End call button.

A 3904 0:00
G. Cates K

~End call

If you do not want to see the New call popup menu, click the check box beside Do not show me this
again. You will not see this popup up menu again during the current active session. If you logout, the
next time you login this popup menu is displayed when you initiate a call.

Refer to Handling Calls on page 10 for detailed call handling procedures.
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Handling Calls

When calls are received, a popup screen is displayed indicating you have an incoming call. You can
Answer the call, send it to voice mail or Ignore it.

Answering a Call

To answer a call:

. . . — . Incoming Call
1. When you receive an incoming call, the & Incoming call <————— Received
Incoming/Outgoing Popup menu is displayed.
& G. Cates

(———
2. Click Answer. The Active Call screen is

displayed. (Refer to Figure 6 Incoming Call ~* Voicemail ¥ Ignore
Popup Screens on page 7.)

Click to
Answer Call
Ny 3004 0:05
@ G. Gates .
I Held * Transfer mEnd call Mare ~
\Select Call
Option
Forwarding a Call to Voice Mail
To forward a call to voice mail:
. . . - . Incoming Call
1. When you receive an incoming call, the & Incoming call «—— Received
Incoming/Outgoing Popup menu is displayed.
& G. Cates
2. Click Voicemail. - .
The call is immediately forwarded to your -
personal voice mail box.
* Voicemail ¥ Ignore

Click to Forward
to Voice Mail
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Ignoring a Call
To ignore a call:

1. When you receive an incoming call, the
Incoming/Outgoing Popup menu is displayed.

2. Click Ignore.

A screen displays, that allows you the option to
Answer the call before it is forwarded to voice
mail. After the call rings a preset number of
times, it is forwarded to your personal voice
mail box.
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) Incoming Call
@ Incoming call <—— Received

& G. Cates
p—ry

/

Click to
Ignore Call

£ 3904 0:00
i G. Cates =
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The Active Call screen provides buttons that allow you to easily transfer a call, put a call on hold, set up

a conference call and end a call.

Transferring a Call
To transfer a call:

1. With an active call in progress, click Transfer
on the Active Call screen.

2. When the Dial Control screen is displayed,
enter the name or phone number where you
want to transfer the call. As you type, names/
numbers that meet your search criteria are
displayed.

Click the contact from the displayed list. The
selected contact information is displayed in the
search field.

3. From the drop down menu, select the transfer
type (Immediate or Attended).

O The Immediate transfer option transfers the
call to the called party immediately. You do
not have the opportunity to announce the
call when using this option.

O The Attended transfer option allows you
the opportunity to announce the transfer to
the called party.

4. Click the Immediate or Attended button to
transfer the call.

5. A screen displays, showing the details of the
transfer.

If you selected the Attended transfer option,

you can chose to end the call (End call) or hide
the screen (Hide).

12

Click to Initiate

Transfer
N 2904 0:05
s G Cates t.
1l Hold r* Transfer ~End call Marg «
Enter Contact i
Name/Number and Click tg;lliansfer
Select Contact from
Transfer call D|sp|ayed List x
Q, | 2009 3l Attended fransfer -
Dial pa n
e D. Kreinberg Immediate transfer
3908 Attended transfer
Stacey T.

13908

E = = Select Transfer
GHI JKL MMNO Type
7 8 =]
PQRS | TUV | WXYZ
" 0 #
Transfer
Information
Displayed
Transfer call x
%. Dialing
L.
D. Kreinberg
3008
. =4

[ Do not show me this again
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Initiating a Conference Call
To create a conference call:

1. With an active call in progress, click the
down arrow beside More.

2. Click Add call.

3.  When the Add Call screen is displayed,
enter the name or number of the person
you want to add to the conference. As you
type, names/numbers that meet your
search criteria are displayed.

Click the contact from the displayed list.
The selected contact’s information is
displayed in the search field.

4. Click the Add call button to call the

person you want to add to the conference.

__ A screen is displayed showing
‘ the called party’s information.

NOTE If you wish to cancel the call,

click ‘Cancel’. If you chose
cancel and have an
established conference in
progress you are reconnected
to the existing conference
participant(s).

5.  When the called party answers, the
display shows the called party’s
information.

Click Join to add the called party to the
conference.

6. A screen displays, showing the called
party in the list of conference participants.

The following options are available:

Click Add call to add additional
participants to the conference.

Click Transfer to transfer one of the
parties to another number.

Click End call to terminate the
conference.
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"] 3904 1:25

. G. Cates "
1l Hold * Transfer ~End call Mars +

W Video

Add call
Click to / u
I-édd rarty to
onference B Park

Enter Contact
Name/Number and

Add call x
Select Contact :
from Displayed List Clﬁtlfnt..%ecra"
Q | D.Kreinberg (3908)| “ Sl Add call

Dial pad ~

1 2 %)

ABC DEF
4 b 5]
GHI JKL MMNO
T a8 =]
PQRS TUV WYL
© 0 3
& 1 party in conference
| 3904 G. Cates 1:42
Ctl.‘ECII(I Jgilg tlg Atdd
alled Party to .
A 3908 Conferenge 0:31
D. Kreinberg .
- parties in conference
a 3904 G. Cates 0:40
| 3908 D. Krainberg 0:34
* Transfer ~End call Mare
Party is Added to
Conference.
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Placing a Call on Hold
To place a call on hold:

1. When the call rings, click Answer on the
Incoming Call Popup Menu (refer to
Figure 6 Incoming Call Popup Screens on

page 7).

2. When the Active Call screen is displayed,
click Hold.

3.  While the call is on hold, a screen is
displayed that shows the call status as on
hold. The call timer resets to show the
amount of time the call has been holding.

4. To retrieve the call, click Resume.

The call status changes to indicate an
active call and the call timer continues.

When the call returns to
‘ active status, the timer shows
NOTE the total call time.

Active Call Time + Hold Call Time(s)

Ending a Call

You can end a call while dialing or when
the call is active.

To end a call:

1.  Onthe Active Call screen, click End Call.

The Active Call screen is no longer
displayed in your current view.
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& Incoming call
& G Ccates
—_——
Click to _| -
Answer \
L. Answer 7+ Voicemail ¥ |gnore
Plc"c'(éoll o 3904 0:05
ace Ca
on Hold - G. Cales -
\ 1 Hold * Transfer ~End call Mare -
L] 3904 007
s G. Cates [ ] |
/ I Fezume
Click to Call Status
Retrieve Call changes to Hold
] 3804 012
w G. Cates L
Il Hald 7+ Transfer ~End call More -
Call Status
Changes to
Active
bl 3904 0:05
s G. Cates t
Il Hold * Transfer ~End call Mare «

Click to End Call
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Parking Calls (Attendant Only)

This is an Attendant level feature that allows an attendant to monitor and interact with a set of Park
orbits. .

‘ " Refer to Changing Telephony Settings on page 1-96, to modify the Call Park settings.
NOTE

You can modify the following settings to show or hide the call park controls and specify the Call Park
Orbits you want to monitors. These settings are located on the Telephony tab in the Settings menu.

1 Enable/Disable Park Controls; default = Off (disabled)
1 Enable/Disable Park Orbiting Function
1 Specify the Park Orbits to be Monitored

1 Enable a Valet button. This button automatically parks the active call in the next available Park location;
default = Off (disabled)

Understanding Call Park Zones

When Show Call Park monitor is enabled, a Park Zone monitoring area displays (refer to Figure 8 Park
Zones).

3 When the park zone is empty, it indicates the zone is not in use.

0 When the park zone is filled (& ), it indicates a call is currently parked in that specific location.

Figure 8 Park Zones

@ Park 1 2 3 4
monito / 2
Indicates
Parked Call Indicates No
Call Parked in
Location

Parking a Call
You can park an active call to one of the available call park locations.
To park a call:

: . . @& Park 1 2 3 4
While on an active call, click on an empty Call Park monitor

Location. /

Click on Empty
Location
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Retrieving a Parked Call

You can easily retrieve your call from the parked location.

To retrieve a call:
@ Park 1 2 3 4
Click the icon in the occupied Call Park Location. monitor P
Click the

Occupied
Location

Viewing Details about a Parked Call

While the call is occupying the park zone, you can view the available details about the call. The
information includes:

1 user who parked the call
O callerID
O length of time the call has been parked

To view the details of the call:

Hover over the
Occupied

With your mouse or pointing device, hover over the Location
Park Orbit number.

@ Park 1 2 Pt -

monitor ’
Call parked by (112)
Park time: 0:17

Caller: @ NEC: (214) 262-6111

Paging

The Page icon, located in the Active Call of the screen allows you to select the paging zone(s) and
initiate a page to an internal, external, or combined paging zone. Paging can also be initiated from the

Telephony menu. Refer to Paging on page 42 for a detailed explanation for initiating and selecting
zones.

rlPage
—Nopage — | =

Click to show recently/

selected paging zones or
choose page to open the Do
a Page window
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|
Current View

The main display area shows the currently selected view. The views include:

O Buddy List Displays the set of users you chose to monitor.

Each entry indicates the state of the user’s telephone and their current
Presence status.

Note: A gray shaded Buddy List label indicates the user is not signed into UC
Suite.

The BLF button (#™) allows you to quickly dial any available number for
the selected contact.

You can also initiate a chat session ¢ with other users who are logged
into UC Client.

If the email functionality is enabled, you can click &4 to send an email.
Note:  You maintain your own Personal Buddy List.

If you are an Attendant Level user, you can define and view multiple Buddy
Lists that are shared among all Attendant Level users.

 Contacts Selection Allows you access to the Company, Business and Personal directories.

Note:  The Company and Business directories are shared directories among all
UC Client users, while the Personal directory is a private directory for each
individual user.

 Call History Displays a log of all call activity for the associated phone. The call history
can be sorted by Inbound/Outbound, Time/Date, Number and Name.

1 Chats Selection Displays your active chat sessions.

Note:  Each UC Suite Client user can establish a two-party chat session with any
other active UC Suite Client user. Each user can have multiple active chat
sessions with different UC Client users.

‘ As the browser window resizes, the selected content of this area adjusts to the appropriate size and layout.
NOTE
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MAIN MENU BAR

The Main Menu Bar is located at the top of the Main Control Menu. This menu bar provides access to
the other menus and functions provided by the UC Suite Web Client.

Figure 9 Main Menu Bar

Displa:
Phgtoy

Telephony ~

Telephony Your Extension
Drop Down Number with
Drop Down
Views enu

Control

The following features and control options are available from the Main Menu bar:

Views Control Allows you to select the content you want to view on the main display portion of
the window.

The available views are:

O Home (Buddy Lists)

@) Contacts
o Call History
O Chats

Note:  If viewing in portrait mode or on different devices, Views Control selections
may display at the bottom of the screen rather than at the top in the Main
Menu bar. (Refer to Figure 10 Views Control Options on page 20.)

Telephony This drop down provides access to the following functions:

B =~ o pa

This function allows you to use the dial pad to enter telephone numbers or search for
contacts by name or number. You can access this option by clicking the handset
icon in the Main Menu bar.

@] Page
This function allows you to initiate a page.

@] Toggle Answer-mode
This function allows you to toggle between answering or dialing with your headset or
handset/speaker. A headset key must be assigned on your phone for this feature to
be operational.

o Set System night-mode
This function allows you to change the system to night mode (only available for
attendant level users).

Note:  Depending on the device, browser display or view mode (landscape or
portrait), either the word Telephony or the handset icon is displayed in the
Main Menu bar.
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Feature Selection Menus This drop down menu provides access to options that you can customize, such as
OR your Buddy list, your presence status a_md Web Cllent_ settmg_s. You can also exit
the program, access online help and view the UC Suite version from this menu.

The options that are available from the drop down menu include:

O

O

O

Note:

Status (Presence)
Your current presence status is displayed. If you click your status, the Presence
screen is displayed.

Buddy lists

This selection accesses your Buddy List. If you are an attendant level user, you can
add new Buddy Lists or edit existing lists. If you are a non-attendant user, your
personal Buddy List is displayed and you can edit your list.

Settings

This selection accesses the Settings menu where you can customize your personal
settings.

Sign Out
This selection logs you out of the UC Suite Web Client.

Help
This selection accesses Web Client help information.

About

This selection displays the UC Suite version number.
Depending on the device, browser display or view mode (landscape or
portrait), either your extension number with a down arrow your extension
number without an arrow is displayed in the Main Menu bar.

SV9100 UC Suite Web Client User’s Guide
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VIEwWS CONTROL OPTIONS

Views Control allows you to select the view you want to display (Home, Contacts, Call history or Chats).
Depending on the how you display the Main Control menu (landscape or portrait), these controls are
displayed on either the top or the bottom of the Main Menu screen.

Figure 10 Views Control Options

Landscape Mode

Home ~
= call Park = | Unpark = ¥ Pags —MNopage— | =
parking 2
A - Catos 3904 ﬂ Mark Hughes 3923
= In ofi ; I offi
% - "
Portrait Mode
w - ' = ' D ' -

Home View (Buddy Lists)

The Home selection displays your Buddy Lists. If you do not have a Buddy List set up, this area is
blank.

If you have an active Buddy List, the members in your list are displayed. You can view the presence
status of the members in your list as well as make calls, send emails or initiate chat sessions by clicking
the appropriate icons displayed on the member’s contact. Figure 11 Buddy List Label lcons shows some
of the icons that are displayed on the member’s label. For a more detailed discussion regarding Buddy
List labels, refer to Understanding Buddy List Labels on page 64.

Figure 11 Buddy List Label Icons

D. Dennis  precence 3901

h . Status

o & In office < /ﬂ
Additional

oo 'u " ‘ Informatit;r:%\?ailable

/ - (Click to View)
Phone Status T \
Ch

i Email at Video
(Chan ?;l‘,"g)th (Click to Open (Click to Initiate (Click to Initiate
Blank Email) Chat Session) Video Call)
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To view more information associated with the member, click on the photo on the Buddy List label. A
screen is displayed that shows the member’s presence status and any additional information the
member entered regarding their status. You can also click the appropriate icon to call or email the
member or initiate a chat session or video call.

Contacts

The Contacts view replicates the Directory window in the UC Client. You can view the Company,
Business and Personal directories. The columns display the contact’s photo (if available), their name
(Display name), the name assigned to their extension (Ext name) and their extension number (Ext).
You can click on the appropriate icon to edit a contact, view their Presence status, call a number, open
your email client to compose an email or start a chat session.

You can also modify the view by selecting the columns you want to display. The information can be
exported to a CSV file where you can format and print it. (Refer to Selecting Columns to Show or Hide on
page 22.)

This screen may behave differently and the display may differ depending on whether you are an
Attendant Level user or Non-Attendant Level user.

Figure 12 Contacts View

Click to Select

Directory Click to Add
Contact
Contacts Export to
/ CSV File Search Filters si?ég?:n
&+ Add Contact Export / \ \
Display name Ext name =
x

& LM2000 LIMB000 13814 = -
& Hideo Kitami Hideo Kitami 3909 =
& HiroTsukamot HiroTsukamot 3910 ~
= Mark Hughes Mark Hughes 3923 -~ =
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Accessing Contact Lists

To access a contact list:

1.

Click the down arrow located beside Contacts from the
Main Menu.

When the drop down menu is displayed, select the contact
list type (Company, Business or Personal).

Selecting Columns to Show or Hide

You can select the columns that you want to show/hide
using Column Selection.

To make column selections:

1.

22

Access the Contact list (refer to Accessing Contact Lists).
and select Company.

Click the Column Selection icon, located on the right top
corner of the screen. Refer to Figure 12 Contacts View on
page 21.

When you select this icon and click one of the
‘ columns, a Restore table button is added to the
NOTE upper left of the screen (next to the Export

button). Use this button to return the columns to
their previous setting.

A list of columns is displayed. By default, all columns are
displayed. Click the column heading to hide it from the
view. You can click it again to show the column. A check
mark beside the column heading indicates it displays, an X
indicates the column is hidden.

If you want to return to the previous view, click the Restore
table button.

Company
Click Down
Business ADfir:gilatO
Click to Select Contact List
Contact List Personal Types
Clear all filt ) Column
SRRt Selection
Columns: 7
+ FPhoto
Column + [isplay name
Shown
® First
Column ® Last
Hidden
v Ext name
=

Click to Returnto____—>» Restore table
Defau\llt_ Column
iew
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Adding a Contact to the Company Directory (Attendant User)

As an Attendant Level user, not only can you enter the contact’s personal information, you can also set
whether the contact shows in the directory and if a BLF button shows on their contact label.

To add a contact:

1. Click Contacts on the Main Menu

screen to access the Contacts view.

2. Select the Company Contact list.

3. Onthe Contacts screen, click the
Add Contact button. Refer to
Accessing Contact Lists on page
22.

4. When the Add employee contact
screen is displayed, fill in the
appropriate information. (Use the
scroll bar on the right of the screen
to view all of the form.)

5. Click Save.

A confirmation message is
displayed.
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Fill in the Form to
Add a Contact

-0r-

Modify Information
for Existing Contact

Add employes contact

General

Show in the OF
Directory

Show BLF OfF
button

B Change

™ Clear

First name

Enter first name

Last name

Alternate Mumbers

& Edit

Number

MNotes

Company

Department

nter department

Location

nier iocanon

Supervisor's name

nter supervisor's name

Supervizor's phone number

nter supervisor's phone numbe

Assistant's name

NiEr asssiant's name

Assistant's phone number

NIEr assisiant s pnons number

Scroll to View Click to Save v

Bottom of Screen

= -

Type

/ Contact was added successfully. %
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Editing Your Contact Information in the Company Directory (Attendant)

You can edit contact information in the Company Directory.

To edit a contact:

1. Click Contacts on the Main Menu screen
to access the Contacts view.

1. On the Contacts screen, click &' .
Refer to Figure 12 Contacts View.

2.  When the Edit employee contact screen
is displayed, modify the appropriate
information. (Use the scroll bar on the
right of the screen to view all of the form.)

3. Click Save.

A confirmation message is displayed.
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Fill in the Form to Add information for
the Contact

-or-

Modify Information for Existing Contact

Edit smployes contact (3B83PV Wirslsszs) x
M
Ganaral Company
Ehow in the m Departmant
Diractary
Enter departmesant
Show BLF aF
buttan Location
) Changs Entar location
& i Claar Supsrvisor's name
Enter suparvizor's namea
Firet name
Suparvisor's phons number
Enter firzt name
Enter supenizor's phone numbss
L=t name
BAaszistant's name
Entar lazt name
Entsr sazistant's nams
Title
BAaszistant's phons numbsar
- Entar sazistant's phons numbsr
Email

Scroll to View /r v

Bottom of Screen

Cancs! Save

Click to Save

Altamats Mumbsrz

[# Edit

Mumbsar Type
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Adding/Removing a Contact to/from a Business/Personal Directory

If you are viewing the Business or Personal directory, your display is similar to the one shown in Figure
13 Business/Personal Directory View. The contacts in these directories can be contacts outside of the
company.

Figure 13 Business/Personal Directory View

(& Edit Export

Name Number Email

Other Numbers
Harry Jones

Notes
692-555-4545 Harry.Jones@abc.com
Jeff Smith 590-555-5545

Jeff Smith@xyz.com

When you click Edit on the Directory view, the following screen is displayed. You can add a new contact
or remove an existing contact using this screen.

Figure 14 Adding/Deleting Contacts

Contacts Click to Remove

Selected Contact(s)
[H Add Remove selected (0}  |IEBGI T
Click to
cf,ﬂgct Name Number Email Other Numbers Notes
o #

Harry Jones 692-555-4545 Harry_Jones@abc.com

O #  Jeff Smith £90-555-5545 Jeff. Smith@xyz.com
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Adding a Contact
To add a new contact:

1. On the Contacts Business/Personal
Directory view, click Edit. Refer to
Figure 13 Business/Personal Directory
View on page 25.

2. When the screen is displayed, click
+Add. Refer to Figure 14 Adding/
Deleting Contacts on page 25.

3.  When the Add personal contact form
is displayed, fill in the desired fields
with the contact’s information. To
access all of the fields on the form,
use the scroll bar on the right side of
the screen.

4. Click Save.

A confirmation screen is displayed.
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Eif Edit = <«—— Click to Edit

55/ .G[il ¢ <— Click to Open Form

Add businsss contact

Ganarsl
Firat name
Enter first name
Last name
Enter |z=t nams
Titls
Enter title
Contact phone numbsr
Entar phone mumbsr
Email

Altemnats Mumbers

[# Edit

Mumber

Motes

«” Contact was added successfully. %

Fill in the Appropriate
Fields on the Form

Coumntry

Scroll to View /

Bottom of Screen

Typs

Gancsl

Click to Save
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Removing Contacts
To remove existing contacts:
1.  On the Contacts Business/Personal Directory

view, click Edit. Refer to Figure 13 Business/
Personal Directory View on page 25.

2. When the screen is displayed, click the button
beside the contact you want to remove.

3. Click Remove selected.

The number of contacts you
‘ selected for removal are listed
NOTE inside the parentheses.

A confirmation message is displayed.

Exporting Contact Information

@ Edit = <«——— Click to Edit

Click to Remove
Selected Contacts

H Add Remove selecied (1) Done

Name Number

QO # Johnny Doggett  555-983-5555

Click to O # Harry Jones 692-555-4545

Select

\@ #  Jeff Smith

590-555-5545

./ 1 contact(s) were successfully deleted t

The Export function allows you to save a copy of the selected database to a CSV (comma separated
values) file. You can use this file to export to another program, such as Microsoft Excel®, for formatting
and printing. The exported information is similar to the example below.

Figure 15 Export Contact CSV File Example

A B C D E F
FirstName LastMName Number Title Email
Harry Jlones
Jeff Smith
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Alternatel Location Street
£92-555-¢Engineer HarryJones@abc.com
590-555-f Manager leff Smith@xyz.com

G H | 1 K L Ml

PostalCoc Country  Motes
750309 UsA
75030 USA

City State
43 Smith !Irving TH
5345 Mag Mansfielc TX
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To export the database:

1.

On the Contacts Business/Personal
Directory view, click Export. Refer to
Figure 13 Business/Personal Directory
View on page 25.

A message is displayed prompting you
to save the file. Chose either Save or
Save as.

If you chose the Save option, a
message displays to confirm the file
download is complete. Chose the option
you want to use.

If you chose the Save as option, you are
prompted to browse a location to save
your file.

A CSV file is created. Refer to Figure
15 Export Contact CSV File Example on
page 27.)

Searching the Company Contact List

A Export | - Click to
P T Export as

CSV File

Do you want to save personalContacts.csv (384 bytes) from XXX XXX XX F

Save - Cancel
Save
Click
Option to Save as
Save File

Save and open

The personalCeontacts (1).csv download has completed.

wen folder
Option to

Click
View File

View downloads

personalContacts.csv (394 bytes) XXX XX XXX XX

Save hd Cancel

Cgck to /'

ave

The Search field is used to filter the contact list to find a specific entry. There are three search filters
(Name, Ext Name and Ext). Refer to Figure 12 Contacts View on page 21 for the location of the filters on
the screen.

To search the contacts:

1.

28

In the search field, enter your search
criteria.

Name and Ext name - enter part of all of the

name

Ext - enter part or all of the extension
number

As you type, contacts that match your
criteria are displayed.

Click the appropriate icon to edit the contact

or to call, email or chat with the selected
contact.

. Name Ext name Ext
cal x
s & K Callahan 3827 ~
# @ G Cates G. Cates 3904 20 =
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________________________________________________________________________________________________________________________________________________|
Call History
The Call History view replicates the Call Log window within the UC Suite client. You can view the call

history and manage the log records. You can also export the call log to a CSV (comma separated value)
file.

Figure 16 Call History View

Call history
Export Restore table S%?tlelé{?onn

Export to —7 \
CSVFile Time Number Name Duration =

Jun 22, 2016 10:23 .. A 13800 UMB000 00:05

Jun 22, 2016 10:22 .. A 13800 UMSB000 00:05

Jun 22, 2016 10:22 .. A 13800 UMB000 00:08

Jun 22, 2016 1:36 PM a | 27693 Martin Bock 00:00

Jun 23, 2016 10:23 __. a  39M D. Dennis 00-33

Jun 23, 2016 10:19 .. A | 39M D. Dennis 04:35

Jun 23, 2016 10:16 ... a | 39M D. Dennis 02-30

Jun 23, 2016 9:44 AM A 3901 D. Dennis 01:04

Jun 23, 2016 9:40 AM A | 39 D. Dennis 03:39

Jun 23, 2016 9:35 AM a | 39 D. Dennis 01:33

Jun 23, 2016 9:34 AM a | 3901 D. Dennis 00:00

Jun 23, 2016 9:34 AM A | 39M D. Dennis 00:08

Jun 23, 2016 9:31 AM A 3001 D. Dennis 01:25

The information provided for each call includes:
1 Time - date and time the call is received
a Type of call
O M -Incoming, unanswered call
O %) - Incoming, answered call
o A -Outgoing call
Number - the caller’s extension or telephone number
Name - caller’s name
Answered - indicates if the call was answered

Duration - length of the call

I L N Ny

Line - line number where the call was received (not shown by default, you need to select this column to view it)
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. __________________________________________________________________________________________________________________|
Managing Call History Records

You can customize the look of the call history record by sorting the columns, rearranging the order of the
columns and showing/hiding columns.

Sorting/Resizing Columns
You can sort each of the columns in the call history report and you can adjust the width of columns.

To sort or adjust the width of

a column:

1. Sort the column by clicking ~ Call history Click and Move
the column title. The Ri jntsf{;";ﬁjtn}g
column is sorted in [} Export | Restore table Click to Sort Width

ascending or descending Column
order. /
Time = Number  Name Duration =

For example if you click the

Time cqlumn, it sorts in Jun 23, 2016 9:31 AM A 3901 D. Dennis 01:25 i
ascending date/time order.
If you click again, it sorts in Jun 23, 2016 9:34 AM N 3901 D. Dennis | 00:08 =
descending date/time order.
Jun 23, 2016 9:34 AM ¥ 390 O. Dennis 00-00 5
2. AdJUSt the Column W|dth by n_lLll'I 23 2':'1'3 9 35 1":"[-.-1 b | 3901 D DEl'Il'IiS 01 33
placing the cursor on the Jun 23, 2016 9:40 AM S 3901 D. Dennis | 03:39
line between the column.
When you see the 4p icon, Jun 23, 2016 9:44 AM A 3901 D. Dennis  01:04
click and move the column
to the desired width. Jun 23, 2016 9:44 AM A 3908 D. Kreinberg  00:01
Jun 23, 2016 9:55 AM A 3908 0. Kreinberg  06:18
Jun 23, 2016 9:56 AM A 3928 Vel R 05:38

Jun 23, 2016 10:16 AM ¥ 350 0. Dennis 02:30 -
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Rearranging Column Order

You can rearrange the order of the columns.

To rearrange the order: Click to Restore
Clglumns to
1. Click inside the column title Location
box. Call history \ Click Inside Title Box
. Move Column to
2. Slide the column to the Desired Location
desired location. [ Export Restore table
3. If you want to restore the Ti Numb N Durati —
columns to their previous ke e R =
location(s), click Restore Jun 23, 2016 1:37 PM 3 3901 D. Dennis | 00-00 E
table.
Jun 23, 2016 9:34 AM A 3901 D. Dennis 00:00 £
Jun 22, 2016 1:36 PM A 27693 Martin Bock | 00:00
Jun 21, 2016 3:59 PM A 3901 D. Dennis 00:00
Jun 21, 2016 3:30 PM a8 3901 D. Dennis 0o-00

Column Moved to
New Location

=

Time ame Number Duration -« =
Jun 23, 2016 1:37 PM 8 D Dennis 3901 00:00 i
Jun 23, 2016 9:34 AM d [ Dennis 3901 00:00 =3
Jun 22, 2016 1:36 PM a8 | Martin Bock | 27693 00:00
Jun 21, 2016 3:59 PM A D Dennis 3901 00:00
Jun 21, 2016 3:30 PM d D Dennis 3801 00:-00
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Selecting Columns to Show or Hide

You can select the columns you want to show/hide using Column Selection.

To make column selections:

1. On the Call History screen, click the Column Selection
icon, located on the right top corner of the screen. Refer to
Figure 16 Call History View.

When you select this icon and click one of the
‘ columns, a Restore table button is added to the
NOTE upper left of the screen (next to the Export

button). Use this button to return the columns to
their previous setting.

2. Alist of columns is displayed. By default, all columns are
displayed except the Line column. Click the column title to
hide it from the view. You can click it again to show the
column.

A check mark beside the column title indicates it displays,
an X indicates the column is hidden.

3. If you want to return the previous view, click the Restore
table button.

Removing Records

Columns: o A\ Column

B Selection
Time
Mumber Column
Shown
Mame
Column
Hidden
Answerei/
Duration
Line

Festore table <«—___ Click to Return to
Defau\llt_ Column
ew

You can remove individual or all call history records for your own phone number.

32
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To remove call records:

1. Click the grayed check mark(s) in the first
column of the table.

If you want to remove individual records, click
the check mark beside the record.

If you want to remove ALL records, click the first
check mark beside the column titles.

‘ —— If'you want to uncheck the records,

NOTE click the check mark(s) again.

When you select the desired record(s), the
Remove selected button is displayed.

The number of contacts you
‘ selected for removal are listed
NOTE inside the parentheses.

2. Click Remove selected.
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Click to Select

/ All Records

' Time Name Humber
v Jun 23, 2016 1:37 PM D. Dennis 3501
v Jun 23, 2016 9:34 AM  D. Dennis 3501

Jun 22, 2016 1:36 PM Martin Bock 27693

Time Hame Humber
Jun 23, 2016 1:37 PM D. Dennis 3901
v Jun 23, 2016 5:34 AN D. Dennis 3901

4 Juq 22, 2016 1:36 PM Kartin Bock 27693

Click to Select
Individual Records

Click to Remove
Records

@ Export A% Remove selected (3) Restore table

Wl'}

*

]
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_____________________________________________________________________________________________________________________________________________|
Exporting Call History Information
The Export function allows you to save a copy of the selected Call History database to a CSV (comma

separated values) file. You can use this file to export to another program, such as Microsoft Excel, for
formatting and printing. The exported information is similar to the example below.

Figure 17 Export Call History CSV File Example

A B C D E F
CallTime Number MName Status Duration Line
9/17/2015 15:52 3918 M. Delzer Answered 0:19
9/17/2015 13:11 3918 M. Delzer Answered 9:32
9/17/2015 12:41 {469) 261-8678 Qutgoing 3:45 25
9/17/2015 12:22 {469) 261-8678 Missed 0:00 25
9/17/2015 9:05 {214} 653-3595 Qutgoing 0:15 25
9/17/2015 8:23 (516) 775-8300 Qutgoing 1:13 25
9/17/2015 8:03 {214} 653-3595 Qutgoing 0:50 25
9/17/2015 7:53 (469} 261-B678 Answered 3:.07 25
9/17/2015 7:45 {469) 261-8678 Answered 0:42 25
9/17/2015 7:44 (469} 261-8678 Answered 0:40 25
9/17/2015 7:35 (469) 261-B678 Answered 4:46 25
To export the database:
b QpmecaeysLAKSS | Been < g
page 29. CSV File
2. A messag_e is displaye_d prompting you to Do you want to save callHistory.csw (120 KB} from XXXXXXXXXX?
save the file. Chose either Save or Save
as. Save b Cancel
Save
Click
Option to Save as
Save File

Save and open

If you chose the Save option, a message

displays to confirm the ﬁk_a download is The callHistory.csv download has completed.
complete. Chose the option you want to
use. Open | ¥ Open folder View downloads
If you chose the Save as option, you are Click

y b y Option to /
prompted to browse a location to save View File
your file. Click Save.

personalContacts.csw (394 bytes) XXX XX XXX XX

Refer to Figure 17 Export Call History Cr';gfed/ = . —
CSV File Example. ave anee

34 SV9100 UC Suite Web Client User’s Guide



Chats View

The Chats view allows you to access and manage your chat sessions. When you have an active chat
session, the Chat selector on the Main Menu displays a number that represents the number of chat
notifications.

The Chat icon ( @) appears in the contact’s Buddy List label when they are available to participate in
an Instant Message (IM) session

Figure 18 Chats View

Chats
Q. | Type the name or number to dia # Compose
Enter N /
nter Name or Click to Compose
Numbg 8l;ﬁerson Message

NMLT -iSIP

Stacey T. O O

T.Loving Number of Chat

Notifications

Each chat message includes a photo of the sender (if available) and the date and time the messages
were sent.

Click X or the Close chat button at the top of the Chat window to close the chat session.

Accessing Contacts for Chat Sessions

You can access your contact to initiate a chat session using one of the following methods:

1 Click Chats on the Main Menu bar to initiate a chat session, the Chats screen is displayed. Refer to Figure 9
Main Menu Bar.

3 Click O on your Buddy List member label or the individual contact in the Company Directory in the Contacts
View.

‘ ~ You can only chat with UC Suite active (logged in) users.
NOTE
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Participating in Chat Session from the Main Menu Bar

To open and participate in an active chat
session:

1.

36

Click Chats on the Main Menu bar. Refer to
Figure 9 Main Menu Bar on page 18.

When the Chats screen is displayed, you
can click on the chat icon beside the name
of the person listed in the drop down.

Or, type the name or number of the person
with whom you want to chat in the Search
field.

As you type, a drop down menu is
displayed. Click on the contact with whom
you want to chat.

The name of the selected contact is
displayed.

Click Compose.

A chat screen is displayed.

Type your message in the text field and
click Send (or Enter if you have changed
your settings to allow Enter as a shortcut).

The text messages are displayed with the
date and time the message was sent.

Click Close chat to end your session.

Chats
Q Type the name or number to dia
C. Gage §~
\Click to Initiate
J. Tune Chat
Q kre

G D. Kreinberg
s 3908

Q, | D. Kreinberg (3908) b4l # Compose
Contact Click
Compose
€ Back
-Ghat with D. Kreinberg x3908 x
— ™ [ ]

Hello David, do you have time a
to meet today? v

Type
Meggage

Hello David, do you
have time to mest

today?

Aug B, 2016 9:20:26 AM

® Close chat
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Participating in Chat Session from Buddy List or Contact List

To open and participate in an active chat

session: Member from Buddy List
R (I:Ii_tt:_ktto
1. Click ¢ on the Buddy List member or 904 ,~ Chat 3904
Contact list contact with whom you want to - & In office
chat. -~ = L ™
The Chat screen is displayed. Contact from Contact List

S o 3904 -~ Z e W

" \_Click to
Initiate
Chat

2. Type your message in the text field and click < Back
Send (or Enter if you have changed your O~ with G Cates x3904
settings to allow Enter as a shortcut). - .'

Send

Medsage Click to

The text messages are displayed with the Hi Gary, were you able to mset with the

date and time when the message was sent. enginaer to verify the information?

Jun 27, 2016 4:02:58 PM

A notification message is also displayed when UC Suite - Incoming Chat
incoming chat messages are received. The
example to the right is the message that Gary o

(the recipient of the message) receives. 172.24.224.65 e

D. Dennis (3901): Thanks for the update.

3. Click Close chat to end your session.
® Close chat
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_____________________________________________________________________________________________________________________________________________|
Managing Text Messages from Previous Chat Sessions

You can select from a list of previous chat sessions to view text messages. The messages are
displayed by date and time in ascending order. You can chose to show/hide messages from earlier chat
sessions or you can delete individual messages.

To hide/show or delete text messages from
earlier sessions:
Chats

1. Click Chats on the Main Menu bar. Refer to

Figure 9 Main Menu Bar. Q | Typethe name or number to dial & Compose

2. When the Chats screen is displayed, click the
contact from the list to view previous chat
sessions. G Cates ¢ -

\ Select

JTune-BYy QD Contact

£ Back
3.  When the session is displayed, click Show — _
earlier messages. -Chat with 5. Cates x3804 x
~ |
Show earlier messages w
£ Back
4. To view a message, click View. -Chat with . Cates x3904 .
~ |
To delete a message, click Delete. = view ¥ Delete -
e ™y
To hide the messages, click Hide earlier | HiGary, can you '
messages. please give me a
status update?
AN
Hide earlier messages A
*® Close chat

5. To end the session, click Close chat.
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TELEPHONY OPTIONS

This selection is a drop down menu, which is accessed by clicking the down arrow beside Telephony or

the icon.

Figure 19 Dial Control Options

Down
Arrow

Telephony ~

Dial Control

£22 Dial

¥l Page...

&» Toggle Answer-mode

L Set Systern night-rmode..

When selected, this option displays a dial pad, which you can use to enter a telephone number or

contact name.
To display the dial pad, click on the grid icon ( z=z pjal )-
Dialing a Number or Entering a Contact Name with the Dial Pad

You can dial the number using one of the following
methods: Mew call

Enter Number

 Enter the phone number in the search field.

To dial the number, click the Dial button. Q, | 555-555-5555
Dial pad &
1 2
ABC
4 D
EHI JKEL
Fi 8
PQRS TUV
* 0
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Click to 5
Dial Number

DEF

MMNO

WXYZ
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a

a

40

Click the buttons on the dial pad to enter the phone
number. The numbers are displayed in the search
field as you type.

To dial the number, click the Dial button.

Type all or part of the name in the search field. The
Web Client searches the contact list and presents a
drop down list of the matching contacts.

Click the contact you want to call from the list. The
selected contact is listed in the search field.

To dial the contact, click the Dial button.

New call Click to »®
Dial Number
Q 45
Dial pad A
1 2 3
ABC DEF
4 5 6
GHI JKL MMO
K CIiCId( t/ ; )
“Ehtor 7 8 9
Number PQRS = TUV  WXYZ
* 0 #
Click to
Mew call Enter Search  Dial Number %
Criteria
Q | caf 4 x
Dial par =
G. Cates
3904
WS G Cates Voicemail
3904
o o o
GHI JEL MMNO
7 8 2]
PQRS TUV WY Z
* 0 =
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Hiding/Showing the Dial Pad

You can chose to show or hide the dial keys.

1 To hide the dial keys, click the caret beside Dial pad.

The dial keys are no longer visible.

1 To show the dial keys, click the caret beside Dial pad.

The dial keys are visible.
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Q | cat
Dial pad &
Click
Q | cat
Dial pad A
Click 1 2
ABC
4 5
GHI JKL
7 8
PQRS | TUV
* i}

DEF

MMNO

WXYZ
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Paging
The Paging function allows you to initiate paging to specified pre-defined Internal, External and
Combined Zones. Typically, you only need to use a few paging zone options. This function provides a

drop down list of the recent paging destinations from which you can chose. These options provide a
shortcut for using the paging operation.

‘ —— To display the Page Zone menu, turn the ‘Show Page control in toolbar’ option to On, in Settings\Telephony.

NOTE Refer to Changing Telephony Settings on page 1-96.

Accessing Paging
To access the Page function:

1. Click the drop down menu beside the Page
icon on the Main Menu.

2. Select one of the previously chosen paging =
zones from the drop down. w Page External 1 v\}\

--OR--

Click to
External 1 paging sone
Choose Page to open the Perform a Page

screen. - Internal 1

2  Page...

Telephony -

2 Dial

! Page...
&» Toggle Answsr-mode

L Set System night-mods___

42 SV9100 UC Suite Web Client User’s Guide



Assigning Paging Zones

1. Access the Perform a Page screen. Refer
to Assigning Paging Zones on page 1-43.

2. Select the Page Zone you want to use for
paging in the corresponding drop down
(Internal, External or Combined).

3.  When the desired zone is shown, click the
Page button to initiate the page.

For example, if you want to page Internal
Zone 1:

Choose Internal 1 from the Internal Page
Zones drop down menu, then click the
Page button under the Internal Page
Zones field.

Alternatively, you can click the Page icon,

located on the Telephony drop down menu.
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lick
Perform a Page Cse(iect?
Paging Zone

Internal Page Zones \

Internal 1 v

Click to

vl Page<<—— Page
External Page Zones

External 1 v

! Pags

Combined Page Zones

Close

Telephony ~

i Dial

Click to

¥ Page.. <« “page

& Toggle Answer-mode

(. Set Systam night-mods___
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Toggle Answer-Mode

This option allows you to toggle between answering
with your headset or your telephone handset.

To switch modes, click Toggle Answer-mode on
the Telephony drop down menu. The mode
switches from handset to headset or headset to
handset.

Set System Night Mode (Attendant Only)

This option allows you to change system Night
Mode.

‘ ——  This option is only available for Attendant

Level users.
NOTE

To set to night mode:

1. Click Set System night-mode on the Telephony
menu.

2. On the Set night mode screen, select

Telephony ~

g2 Dial
Click to

Switch
B pae.

& Toggle Answer-mode

& Set System night-mods._.

Telephony -

222 Dial

vl Page...

@ Toggle Answer-mode
Click to Display 99
Set night mode

screen \

L Set System night-mods

the night mode you want to use from

the drop down list. Set night mode

Night modes are defined in System night-mode
‘ system programming by the
NOTE System Administrator.
3. Click Save.

glickI to
isplay
Modes
| {3 Day mode v
£3 Day mode Click to

Select
& <Night> / Mode
& <Mid-night>

& <Mid-Night2>
& <Weekend>
& <WeekendNT>
& <Lunch>

& <Closed>

Click
Save

Cancsl

44
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Feature Selection Main Menu Bar Options

This selection is a drop down menu, which is accessed by clicking on the down arrow beside your
extension number on the Main Menu bar. This drop down menu provides access to several features and
Web Client operational functions.

Figure 20 Feature Selection Drop Down Menu

Click to Display Menu

L In office
Buddy list
£ Settings

-

Sign out

Help
About

The following options are available from this menu:

1 Presence Status - indicates your current status and allows you to assign and modify your Presence settings
and events and call forwarding options.

Buddy lists - allows Non-Attendant users to view and modify personal Buddy lists and Attendant users to add,
view and modify personal and shared Buddy lists.

U

Settings - allows you to customize some of the Web Client features.
Sign out - exists the Web Client session.

Help - displays online help information.

I N WA

About - displays the currently installed version of UC Suite.

SV9100 UC Suite Web Client User’s Guide 45



|
Presence

Your current presence status is displayed on the drop down menu available with your extension number.
When you click your current status on the drop down menu, the Presence screen is displayed. You can
use the settings on this screen to change your status, set presence profiles, provide additional
information about your current status, to indicate how you want incoming calls handled (call forwarding,
do not disturb, etc.) and assign multi-device group ringing.

You can view, modify, add and delete your status settings using this screen. If assigned to a
Multi-Device Group, you can designate multiple devices to ring simultaneously when you receive calls.
If Multi-Device Groups are not assigned, this section of the screen is not displayed.

Figure 21 Presence Screen

NEC UC Suite

€ Back

& D. Dennis {3901 =)

Presence

Presence p i
o > resence Profile
Profile

Prsigﬁsgeﬁ Status
Setti - a— Number of
etiings I Inoffice ~  EScheduled ) <—soheduled
Information Events
i
about - »  Motes
Presence
Status Adc

Additional information w
Subject: Test, Locetion: TED, Expected returm: Friday, Movember 13, 2013 11:30 AM

Call —»  Incoming call setfings
Handling
Settings Setup how oalks to 3901 should be handled whill= you are in or out of the offics
Mode:

-- Do not update --+

Multi-Device
G"?UP — Mobility (Multi-Device Groug)
Settings

Adgiticnal phonss:

Add additional phone
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________________________________________________________________________________________________________________________________________________|
Limited Availability Notifications

If this is your first time to login (by default your presence is Unknown) or your status is set to something
other than In office at the time you login, a message is displayed that indicates your presence setting
indicates limited availability (refer to Figure 22 Presence Messages - Limited Availability).

Figure 22 Presence Messages - Limited Availability

Presence shows limited availability

Your presence status # Gone for the day indicates to others that you have limited availability.

@ Set my presence to B2In office. This will reset other presence settings such as subject
and expected return as well as turn off forwarding on your phone.

™ Wiew and edit presence settings.

i@ | do not want to modify my presence at this time.

[ Do not show me this window again today

There are three options on this screen. Select one of the following options and click Continue.

O Set my presence to In office.
Selecting this option resets the current presence setting to In office and turns off call forwarding (if it was set).

O View and edit presence settings.
Selecting this option opens the Presence screen (refer to Figure 21 Presence Screen on page 46). There are
additional presence settings available on this screen that you can choose.

| do not want to modify my presence at this time.
Selecting this option leaves the presence at the current setting.

If you do not want to see this screen again today (or during this current session), click Do not show me
this window again today.

Click the Continue button to access the Main Menu screen.
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Accessing the Presence Screen

This screen is accessed from the drop down menu on the Main Menu bar.

To access this screen:

Click
Photo to

1. Click the down arrow in the top menu bar. Click to Pl?:::rfge
Access
2. When Fhe_ menu is dls_played, click on your ng}::ﬁe\ LJ In office
status indication (in this example In office).
(Refer to Figure 21 Presence Screen on Buddy list
age 46.
Pag ) ## Settings I
--OR-- |
Click the photo. Sign out
The Presence screen is displayed. Help
About
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Understanding the Presence Screen

The status screen allows you add new events
as well as view, modify and events as well as,
modify and delete events.

1.  Open the Presence screen (refer to Accessing
the Presence Screen on page 1-48).

2. Onthe Presence screen, click Presence
Profile if you want to define a profile for future
use or press Scheduled to set up the details of
your event.

If you do not have any scheduled events, the
screen indicates no events have been setup.
Click the Add Event button to define an event.

If you have previously scheduled events, they
display on the Scheduled presence events
screen.

You can add a new event by clicking the Add
Event button and modify or delete existing
events on this screen using one of the
following icons.

To copy an event click £ . When the event is
saved, a new event is created.

To modify an existing event, click #* . When
the event is saved, the existing event is
overwritten.

To delete an event, click ¢ .

To add a new event, click .

To set your presence status, click the
presence icon beside Set status to and select
the desired status from the drop down menu.

3. Click Close.
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Presence Profile

Weekly Status Meeting = % Delete
Ealings thal oo on a fraquant basis so that You Can
Click to Add i
Date/Time for Indicates
Scheduled Number of
Event Scheduled
Status \ Events

& In office +  EEScheduled (2]

W
"~ Click to Change
Presence Status

Scheduled presence events Click Add New x

Event

Mo scheduled events i NI

Scheduled presence events Click Add New x
Event Click to Delete
Event

Click to Copy

1 scheduled events [ FALEEN T Event

B2 Tomorrow 10:30 AM fo Tomormow 11 .£D AM

& & x
Set status to & Meeting 1of2
SME Weekly Status Mesting . .
Click to Edit
Magnolia Hoom Event

@ Do not disturt

&% Jul 30, 2016 8:00 AM to Aug 3, 2016 5:00 PM

) & x
Set status to B Vacation 2of2
Wacafion
< Forward to 555-555-5555
4 >
Set Call
Forwarding Click to
Option
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Managing Your Presence Status

Changing Your Presence Status

To change your presence status: £ Back

1. Open the Presence screen (refer to Accessing ah' . -
the Presence Screen on page 1-48). w D. Dennis (3901 <)

2. On the Presence screen, click the down arrow

beside your current status. Presenca
Click the appropriate presence. The status
change is displayed. Presence Profile
DET.’% & Frasance Profile for EE'.'.i"ll;E that ocour on a freguent basiz so that you can
ESS-II'_' usa them in the future

Click Down Arrow
Status

nofiice ~ EiScheduled §))

Note = In office

.. B Vacation I
1 A Travel 'G\
Addi 48 Meeting gg?:;
1 Lunch 4 return:
& Sick

Incol & Gone for the day
3. Ifyouwantto add a note that displays with your
presence status, type the information in the Notes
Notes field.

4. If your presence status requires a date and
time and you want to include subject and Additional information we
location information, click the down arrow Subject: , Location: , Expected return:
beside Additional Information to access the
settings.
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5. You can enter the Subject, Location
and Expected return date and time that
is associated with the presence you
selected.

Click Update to save the changes.

If you want to cancel the changes you
made, click Reset.

A message is displayed at the bottom of

the screen confirming the status change.
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Subject

More information about this event

Location

Enter the event's location
Expected return

=
\Click to

Displa:
Calendgr

@ HH ; MM | AM

Click to Update Click to Cancel
to save Changes
Changes
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_____________________________________________________________________________________________________________________________________________|
Defining Presence Profiles

The status screen also allows you to set up presence profiles. These profiles are used for events (such
as weekly events) that occur on a frequent basis. A presence profile can be reused when needed.

To define a presence profile:

Prasence
1. Open the Presence screen (refer to Type Profile Indicates
Accessing the Presence Screen on page Nafgfolff“’:ew Number of
1-48). ; Schedule
) Presence Profile Events
2. On the Presence screen, click Presence -
Profile. L
B Tor sattings that cocur on a fraguent basis so that you can aasily
3. Type the profile name in the Presence A
. . Click to
Profile field. Display
. ) Status / Options
4. Under Status, click the down arrow beside L —
. E_\Vacation - ESched
the currently displayed status and select your ——
Type Notes

status option from the list. Notes

Note L= Inoffics

-—

5. If you have information you want displayed p B Vacation Please leave a message.
with your current presence status, type them & Trave
in the Notes field. Add & Mesting
1 Lunch i
& Sick

Incor @ Gone for the day

g!ickI to
ispla
Additional information v <« y

Subject: , Location: | Expected return:

6. Click the arrow beside Additional
Information to add the following information:

O Subject - enter a description of the event.

. . Subject
O Location - enter the location for the event.
O Expected return - select date and time.
Click the calendar icon ( 2 ) to display the Location

calendar and make your date selection or

enter the date in the field.

Click to Select
AM/PM

Expected return

& (0] MM | AM

\ Click to

Display Calendar Enter Hours and

7. In the Incoming call settings section, click
the down arrow beside th Call Forward
setting (default: Do not forward) to display the
call forwarding options. Click the option to
select it. The following options are available.

- Do not update

- Do not forward calls

- Forward calls

- Forward calls and ring extension
- Do not disturb

8. Click Save Profile Changes to save the
profile.

52

Minutes
Incoming call s=ttings
. lick to Display
Mads: /Options

Do not forward
-- Do not updats -
Click to

' Do not forward dick tc
elec
2 Forward call: <€ QOption

Changes l

% Forward calls and ring extension
@ Do not disturb

Click to Save
Save Profile Changes <«—— Profile
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Using an Existing Presence Profile

You can use an existing presence profile without making any changes and update your status using the
selected Presence Profile.

1.

Open the Presence screen (refer to Accessing
the Presence Screen on page 1-48).

On the Presence screen, click the down arrow
beside the Presence Profile.

Click the down arrow and select the profile you .
Click to B ) -
want to use. Display Update presence with the
Profiles \ seftings shown

The details of the event are displayed.

Out of Office - Update
X Delete
¢ Out of Office
Click to View : Click to Update
PList of —7 Vacation yosur Presence
resence - tatus with
Profiles Weekly Status Meeting Selected

Presence Profile

Add/clear Profile name

Click Update beside the Presence Profile field or Click to Update
click the Update button to update your presence ‘”g*;tﬁt‘,g‘g“
status with the settings that are shown in the

profile.
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Changing Existing Profile Settings

You can change the information for an existing profile and save those changes for future use.

1.

54

Open the Presence screen (refer to Accessing
the Presence Screen on page 1-48).

On the Presence screen, click the down arrow
beside the Presence Profile to display a list of
available profiles.

The details of the event are displayed.

To change the Status, click the down arrow
beside the current status setting and select a
different status from the drop down menu.

Type a note in the Notes field if you want to
display additional information about your
current status.

Click the caret beside Additional Information.

Type a Subject and Location if you want to
include this information in the Status Profile.

To change the date and/or time, click the
calendar icon ( & ) to display the calendar and

clock setting. Select an Expected return date.

Type the time in the clock setting field (hours
and minutes). Click AM/PM to toggle between
those settings.

Click the down arrow beside the displayed
mode. When the drop down menu displays,
click a mode to select it.

Click Save Profile and Update or Save
Profile Changes..

___ Any changes you make to the event are
‘ saved as part of the profile and display

NOTE the next time you use the profile.

Click to
Display Li
of rofileé\
Out of Office - Update
X Delete
¢ Out of Office
Vacation . Clickto

Weekly Status Mesting ~ Select Profile

Addfclear Profile name !

Click to Display Drop
Down Menu and
Select Status
Status

# Gone for the day - ESchedulsd

Notesa

Plaase leave a message) x

Additional information s
Subject: , Location: , Expected return:

Subject

Out of office

Location

Expected return

i@ | 8/31/16 ® 10 : 30 | AM

Click to Display Calendar
and Time Settings

Incoming call setings

3

=tup how azlls to 3801 should be handled whills you are in or out of the offios

Mode:

Do not forward -

Click to Save Profile Changes
and Update Current Status to
the Updated Profile

Click to Save Profile
without Updating Status

Save Profile and Update Save Profile Changes
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Scheduling Events

The Scheduled selection allows you to schedule an event and view events that you have already

scheduled.
Adding an Event

To schedule an event:

1. Open the Presence screen (refer to Accessing
the Presence Screen on page 1-48).

2. On the Presence screen, click Scheduled.

3.  On the Scheduled presence events screen,
click Add event. The Add a scheduled
presence event screen is displayed.

4. To set the Event start date and time and
associated event information, click the caret or
inside the tab. When the Event start time
screen is displayed, you can add any of the
following information for the start of the event:

O Event start time - use the calendar and the
clock to set the start date and time for the
event.

O Status - click the down arrow to list the
available presence status options. Click the
appropriate option. The selected status is
displayed.

O Subject - enter a description of the event.

Location - enter the location for the event.

O Call handling - set how your calls are
handled during the event. The following
options are available.

)

- Do not update
- Do not forward calls
- Forward calls
- Forward calls and ring extension
- Do not disturb
O Notes - enter additional information about
the event.

5. To set the Event finish date and time, click
the caret or inside the tab. When the Event
finish time screen is displayed, add the

following information for the finish of the event:

O Event finish time - use the calendar and
the clock to set the ending date and time for
the event.

O Define a new status when this event is
finished - if you want to change your
presence when the event ends, click the
check box. Click Unknown to display the
presence status list and select the
appropriate status. If you want to change
how your calls are handled, click Do not
update to display the list and select the
desired call handling option.

6. Click Save.
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Click to

Btatus Open

B Scheduled @)

# Gone for the day -

Scheduled presence events
Click to Add

One scheduled event ERERETE

Click Caret or Click

Add a schedulsd prezence svent  INSide .Srgtliitnoggisplay x
Event start Jul 7, 2018 5:00 PM / \ >
Event finish Jul 7. 2016 6:00 FM >
Event start Jul 14, 2016 5:00 PM v

Click Calender Icon to
Display Calendar and Select Date

Event start time or Type Date in Field
E | 71418
© 05 [ 00 PM Click to Toggle
S F PM

Between AM
Enter Hours

Status and Minutes
i Vacation ~ Click to Display Status
\Drop Down Menu

Subject Enter Subject Select Status

Location Enter Location

Click to Show Call Handling

Call handling / Options and Select Option

-- Do not update -~

Motes / Enter Notes
Click Caret or Click Inside
Tab to Display Settings
Event finish Jul 15, 2016 6:00 PM >
Eve PM v

“Click Calender Icon to

o Display Calendar and Select Date
E‘JEMW or Type Date in Field

= 7f15/16

94 06 00 PM
Enter e o e
Hours [_] Define a new status when this event is finished.

M and
inutes
Check Box to Define :
a New Status when CII((;:rll(atr? Segve
Event Ends g
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Viewing Scheduled Events

To view, a scheduled event:

1.  Open the Presence screen (refer to Accessing the

Presence Screen on page 1-48).

On the Presence screen, click Scheduled. A list of
your scheduled events is displayed.

The Scheduled presence events screen is

displayed, showing details of the events you have
scheduled.

3. Click Close to exit.

Click to Open
Status

H Inoffice ~  EiScheduled )

Scheduled prasence events

One scheduled event

E2 Jul 30, 2016 2:00 AM to Aug 3, 2016 5:00 PM

h & x
Set status to B Vacation
Vacation
<% Forward to 555-555-5555
£ >
Click to Close
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Modifying Details of Scheduled Events

To change details of a scheduled event:

1. Open the Presence screen (refer to Accessing
the Presence Screen on page 1-48).

2. Onthe Presence screen, click Scheduled. A
list of your scheduled events is displayed.

3. Click 4.

4. When the Edit a scheduled presence event
screen is displayed, click the caret to open the
Even start or Event finish detail screens.

Make the necessary changes.

5. Click Save.

6. Click Close to exit.
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Click to Open
Status
Hinofiice ~  EiScheduled )
Scheduled presence events x

Click to Edit

One scheduled event ¢

B2 .Jul 30, 2016 8:00 AM to Aug 3, 2016 5:00 PM

B & x

Set status to B Vacation

Vacation

< Forward to 555-5565-5555

Edit a scheduled presence event x
Ewvent start Jul 30, 2016 8:00 AM >
Click to Open
Ewvent finish Aug 3, 2016 5:00 PM \)
Click to Save

Click to Close m
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Removing a Scheduled Events

To delete a scheduled event:

1.  Open the Presence screen (refer to Accessing
the Presence Screen on page 1-48).

2. On the Presence screen, click Scheduled. A
list of your scheduled events is displayed.

3. Click % .

4.
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You will not be asked if you want to
remove this item. Use only when you
are sure you want to delete the event.

%

NOTE

Click Close to exit.

Click to Open
Status
d Inofice ~  EiScheduled )
Scheduled presence events »x
One scheduled event i FN5 RN %‘,‘:,';f,‘;
&2 Jul 30, 2016 8:00 AM fo Aug 3, 2016 5:00 PM
@ # =

Set status to B Vacation
Vacation

= Forward to 555-555-5555

Click to Close\E
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Managing Mobility (Multi-Device Group)

Multi-Device Group allows you to assign other phone destinations to ring at the same time your
extension rings. For example, you can designate other phones numbers such as your mobile phone,
home phone, hotel phone, etc.to ring when you receive a call.

‘ —— If Mobility (Multi-Device Group is not displayed on your screen, you have not been setup. Please contact your

local System Administrator.
NOTE

Accessing Mobility (Multi-Device Group)

To access the mobility settings:
€ Back
1.  Open the Presence screen (refer to Accessing

the Presence Screen on page 1-48). W D. Dennis (3001 «)

2. On the Presence screen, locate the Mobility

(Multi-Device Group) heading. Pressnce

Presence Profile

ter a new Profile name or choose one -

Diefing a Prasencs Profile for sat’.ings that ocour on B frequent basie o that you can easily us

theam i the fubure.

Status
H In office +  E@Scheduled ﬂ

Notes

m
3
]
o
=
o]
a
("]
w
=

Addition

Additional information w
Subject: , Location: , Expected return:

Incoming call settings

Setup how calls to 3001 should be handisd while you ans in or out of the offica
Mode:

Do not forward =

Mobility

/Section
Mobility (Multi-Device Group)

Add other phone da stinatons o nng whan your axtansion 3001 ngs (eo, other offics
exdansions, mobile phonse, homea o notel phons, etc)

Additional phonss:

Add additional
phone
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Adding Additional Phone Numbers

To add additional phones that ring when you
receive a call to your extension:

1. Locate the Mobility (Multi-Device Group)
heading on the Presence screen, refer to
Accessing Mobility (Multi-Device Group) on
page 1-59

2. Click ([4], located above the Add additional
phone nieading.

3.  When the Add additional phone number
screen is displayed, enter the Phone number
and click Save.

If you do not want this number to ring when you
receive a call at your extension, click inside the
check box to remove the check mark. Click the
check box again to enable the phone the ring.

When the check box is selected, the

‘ hone number is temporarily disabled.
NOTE p P 4

4. The phone number you entered is displayed.

You can set all of the listed phones to
‘ ring when you receive a call at your
NOTE extension by clicking the Enable all

button. If you want to disable all the
listed numbers from ringing, click
Disable all.

If you attempt to add more external numbers
than are allocated, you will receive an error

message.
The number of external numbers
‘ allocated to you is defined in System
NOTE Programming by the System

Administrator.
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Click to Add
/ Number

Add additional
phone

Add additional phone numbsr

Click to

Enable/
Disable

Ringing Setup an additional phone to ring when

extension 2901 is called

Enabls this phone number to ring

Enter Phone

Phone number :/ Number

Enter a phone number

Click to Save

Click to Enable/
Disable Ringing

Additional phones}]

Phone
DNur?berd
isplaye
External phone .
555-555-5558 Add
additional
phone

Phone number *

[ 555-545-5555

Exceeds the number of extermal phone number destinations allocated.

Error
Message
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Editing Phone Numbers in your Multi-Device Group

You can edit numbers that you have previously added to your Multi-Device Group

To edit the phone number:

1. Locate the Mobility (Multi-Device Group)
heading on the Presence screen, refer to
Accessing Mobility (Multi-Device Group) on
page 1-59.

2. Click ( & ), beside the phone number you
want to modify.

3.  When the Edit additional phone number
screen is displayed, edit the phone number and
click Save.
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Additional phones: Enable all - ble all
Q-

Add
additional

External phone
555-555-5558

phone

Click\PenciI
Icon to Edit
Edit additional phone numbsr

Setup an additional phone to ring when
extension 3901 is called

[«| Enabls this phone number to ring

Phone number *

| 555-555-4444]
L \

Modify

Number
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Deleting Individual Phone Numbers from your Multi-Device Group
You can delete individual phone numbers from your Multi-Device Group.
To delete a phone number:

1. Locate the Mobility (Multi-Device Group) heading on

the Presence screen, refer to Accessing Mobility Additicnal ph‘:’res* -a
(Multi-Device Group) on page 1-59. Click the X
ick the
2. Click () in the box where the phone number is D X|«—__ toDeletethe
displayed.
External phons
__ You will not be asked to confirm before the 555-555-5558 Add
‘ number is deleted. Use only when you are additional
NOTE sure you want to delete the number. phone

Deleting All Phone Numbers from your Multi-Device Group
You can delete all of the phone numbers at one time from your Multi-Device Group.
To delete all of the phone numbers:

1. Locate the Mobility (Multi-Device Group) heading on

the Presence screen, refer to Accessing Mobility Additional phones. SR
(Multi-Device Group) on page 1-59.

2. Click the Reset button..

__ You will not be asked to confirm before the External phons
' numbers are deleted. Use only when you are 555-555-5558" Add
NOTE sure you want to delete the numbers. additional
phone
Reset
Click to
Delete ALL
Numbers
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Buddy Lists

Understanding Buddy Lists

A Buddy List is a group of contacts you chose to add to your list. You can communicate with and
monitor the status of the members in a Buddy List. If you are a Non-Attendant Level user, you can only
view and modify your Personal Buddy List. If you are an Attendant Level user, you can create new lists,
view and modify your personal Buddy List as well as all shared Buddy Lists.

——  Only contacts that exist in the Company directory can be added to Buddy Lists.
IMPORTANT

Until you set up your personal Buddy List, the window shown in Figure 23 Empty Personal Buddy List
Message on page 63 appears each time you login to the Web Client. Once you add members to your
personal Buddy List, this message is no longer displayed.

If you want to add members to your Buddy List for first time, click the Add buddy list button. If you do
not want to add members to your list at this time, click Later.

Figure 23 Empty Personal Buddy List Message

Empty Personal Buddy List

Your '‘Personal' buddy list is empty which means that you are missing
out on an important feature of this application which is to view status
and communicate efficiently with other members of your company.

Click the 'Add buddy list' button below to start to view status and to
communicate with your buddies. Click ‘Later’ to do this at another
time.,

(] Do not show me this again Add buddy list —

You can perform the following functions for Buddy Lists. If you are an Attendant Level user, you can
perform these functions for your personal list as well as shared lists. If you are a Non-Attendant Level
user, you can perform these functions for your personal list.

O Assign a name to list(s)
3 Add members to list(s)
O Edit list(s)
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When you set up your Personal Buddy List, it displays on the Main Menu when you select the Home
view.

Figure 24 Buddy List Display (Home View)

=L Call 25 — ¥ Fags
parking - R

G Cales 3804 n Mark Hughes 3923 TLoving 3920
- o I offics & in offics a & in offics
= =

~u

Understanding Buddy List Labels

The Buddy List label provides important information about the availability and status of the contact. In
the example below, several icons are displayed on the label that provide additional information or access
to features. Note that not all labels display all of the icons; some of the features such as email, chat and
video require additional setup.

Figure 25 Buddy List Label (Home View)

Contact’s
Default Icon or Contact’s Number

Photo \ / Name /
Contact’s

. D. Dennis [ t 3901
X 7 status
& In office ]
~ , -‘ T Additional
Information
Telephone / /

Status
Email Chat Vldeo

The label information includes:

O Photo - the default icon ,‘ ora
personalized photo is displayed. m Mark Hughes (3923 ~)

0 Contact’s Name - the name of contact. BEESS Q) can=3EMai
Hover over the Contact’s name with your Presence
mouse to show additional information about
the contact.

Presence
O Contact’s Number - the primary number ~ In office
associated with the contact. :
Subject
[ Current Status - indicates the contact’s )
current status. If you click the status, When you click the Information Icon: ~ Lecation
additional information is displayed. Ex return
. ) Mark Hughes
A Information Icon (o) - when you click or 3023
hover over this icon, additional information hﬂ Idla Notes _ _ _
about the contact’s status is displayed. Will b in mestings until 11:30am.
Logged out Jun 7, 2016 12-35 PM
Stetus: G In office
Motes: Will be in mastings until 11:30am.
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1 Telephone Numbers ( g~w ) - when you click this icon, a
list of additional phone numbers, associated with the
contact, is displayed. You can click on the number to dial
it. The Voicemail option allows you to transfer a call to
another user’s mailbox.

The Voicemail option allows you to easily
‘ transfer a caller to another user’s mailbox or
NOTE you can simply use this option to quickly dial

another user’s mailbox and leave a message.

Software version 4.0 or higher is required for
this option to be available.

3 Email - when you click this icon, a new email messages
opens in your default email client.

The Email icon is only displayed if the email
‘ address is entered for the associated contact in
NOTE the Company Directory.

3 Chat( ’) - when you click this icon, a Chat dialog
opens so you can initiate a chat with the selected contact.

3 Video ( .1) - click to initiate a video request to the
selected contact.

Software version 4.1 or higher is required for
‘ Video to be available. Refer to your System
NOTE Administrator if this option is not available.
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Click to dial phone number:

2 =
3901

Voicemail B

Email contact :

Tk, contactnames @theircompany. com
|
— Ce..
LS r—

BEL...

Subject:
Chat Dialog:
€ Back

Chat with G. Cates x3904 x
ol
Show earlier messages v

Video Call:
Cutgoing Video Call

M G. Cates
——

End Call
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Accessing the Buddy List

You can access your Buddy List to add or modify existing members using more than one method. The
method(s) you use depends on whether you are an Attendant Level User or Non-Attendant User.

To access your Buddy List:

1. Click Buddy list on the Feature List drop down menu. (Attendant/Non-Attendant)
—-OR--
Click Home on the Main Menu bar. (Attendant Only)

Figure 26 Access Buddy List from Drop Down Menu (Attendant/Non-Attendant)

Feature Drop Down List Main Menu Drop Down List
(Attendant/Non-Attendant) (Attendant Only)
m/ CIICK o ik Bown Arew

! L In office . . Personal ¥ v

Click Buddy List i
Buddy lists - Al - Select Buddy List
% Seftings Contacts
MNEGC
Si t
ign ou oM
Help . SMB Team
About Buddy lists

2. If you have not set up a Buddy List, you can click Add buddy list on the Empty Personal Buddy List
message screen.

Figure 27 Access Buddy List from Empty Personal Buddy List Message Screen (Non-Attendant)

Empty Personal Buddy List

Your 'Personal’ buddy list is empty which means that you are missing out on an important

featurs of this application which is to view status and communicats efficiently with other
members of your company.

Click the 'Add buddy list' button below to start to view status and to communicate with your
buddies. Click 'Later’ to do this at anothsar tims.

E] Do not show me this again Add buddy list Latar
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3.

When the Edit Buddy List screen displays:

©]
O

O

enter the name of your personal Buddy List (or leave it at the default name - Personal).

add members to your Buddy List by typing the name or extension number in the Add buddy. As you type, a list
is displayed. Click the desired contact and click the +Add button.

enter a DID number in the DID Assignments field if you want incoming calls to switch to this Buddy List.

Figure 28 Attendant/Non-Attendant Level User Add Buddy List Screen

Edit Buddy List

List Name
Perzonal

Add buddy Import all
Q. | Entar name or extenzion w Acid

DID Assignments

Enter a DID number
Incoming calls to these DID'E will 2witch to thiz Buddy List
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If you have an existing Buddy List, the Edit Buddy List screen is displayed. The screen that is displayed
depends on whether you are an Attendant Level or Non-Attendant Level user.

Figure 29 Attendant/Non-Attendant Level User Edit Buddy List Screen

Attendant Level Attendant/Non-Attendant Level
€ Back € Back
Buddy lists @ Edit Buddy List
Favorite / Current  Name Lizt Name
vv Personal o F W Personal
@ All ®e0 £ = Add buddy import all
o Contacts 149 F W & | Enter name or extanzion o Add
= MEC 13 | DID Assignments
) PM g & B Enter a DID number
Incoming calle to theze DID'e will awitch to thiz Buddy List
) SME Team 6 F W
Edit
Add buddy list 834 D. Dennis | Cates
2901 -3904
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Creating Buddy Lists (Attendant User)

If you are an Attendant Level user, you can create new lists. These lists can be shared by others who
use UC Suite.

To create a new list:

1.

6.

Access the Buddy lists screen (refer to
Accessing the Buddy List on page 66).

Click Add buddy list on the Buddy lists
screen.

On the Add Buddy List screen, type the

name of the new list in the List Name field. Add buddy

Add the members to the list by typing the
name or extension number in the Add
Buddy field and clicking the +Add button.
Refer to Adding Members to a Buddy List
(Attendant User) on page 72.

If you want incoming calls to switch to a
specified ‘contact-sensitive’ Buddy List,
enter the DID number in the DID
Assignments field.

‘_

NOTE

When a call to a DID number is
received, the Buddy List
automatically switches to the list
assigned the DID number
entered in this field.

As contacts are added to the list, the

associated Buddy List Label displays
below the Edit bar.

Click Save.

A confirmation message is displayed.
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€ Back

Buddy lists @

Favorite f Current  Mame

v

7

<@
<
<
<

s

Add buddy list

€ Back

List Name

Mame of buddy list

Add buddy
Q

DID As=ignments

me Or Extansion

Personal e F W
All 160 #F W
Contacts 149 #F W
MEC 13 F W
P &1 #F H
SMB Team Al #F W

Click to Access

Edit Buddy List

Screen
Import all
+ Add

Enter a DID number

Incoming calls to thesse DID'E will awitch to thiz Buddy List

Added Contacts Displayed

Below Edit Bar

a4 0. Dennis
3901

C"SCI? to Save
election
save il

Tammy
3920
Confirmation

Message Displays

& Buddy List My List was successfully saved. %
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Removing Buddy Lists (Attendant User)

An Attendant Level User can easily remove an entire Buddy List.

To remove a list: S
1. Access the Buddy lists screen (refer to Buddy lists © )
Accessing the Buddy List on page 66). L Eﬂft';BtS d%‘;‘:fissst
i creen

2. On the Buddy lists screen, click Ti . Favorite / Current  Name \
L R Perzcnal o # |
v Al 160 # B
v Coniaciz 149 #
v NEC 13 # B
v PM g PR
v SMB Team 16 £ B

3. Ascreen is displayed asking you to confirm ~ Remove Buddy List? x

that you want to delete the list. Click Yes.

Are you sure that vou want to delete buddy list "Personal'?

-
Click to Confirm
Delete

Confirmation
Message Displays

A confirmation message is displayed. _ _
~/ Buddy List Documentation was deleted. %
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Selecting a Buddy List as Your Favorite (Attendant User)

An Attendant Level User can select one of the lists as a favorite. The ‘favorite’ list is the default list that

displays in the Home view.
To select a list as your favorite:

Click the empty heart icon (<)) next to the
Buddy List you want as your favorite.

The Buddy Lists opens. The next time you
access the Buddy Lists, a red heart (@)
appears beside the selected list.

__ A check mark beside the heart icon
‘ indicates the Buddy List is currently
NOTE selected for viewing.
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€ Back
Buddy lists @
Favorite / Current  Name

v Personal

Click to Assign
", Buddy List as Al

Favorite
@/ Contacts

7 MEC
2 PmM
7 SMB Team
{ Back
Buddy lists @

Favorite / Current NMame

o Red Heart Personal

Indicates the

G /avorite List )
vyv
»

Contacts
\ Check Mark
Indicates this Lis
Sclurreratle/
elected for
& Viewing i
A SMB Team

Add buddy list

8160
8149
83
&
&6

160
85149
13
-l
&6

B % % % %N

B % % %KY

E E E B B &

B | = G

E E E
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Adding Members to a Buddy List (Attendant User)

If you are an Attendant user, you can add members to your personal Buddy List as well as all shared

Buddy Lists.
To add members to a list:

1. Access the Buddy List you want to modify
by clicking g* .

2. On the Edit Buddy List screen, type part or
all of the name or extension number in the
Add buddy field. A list of names/numbers
that meet your criteria is displayed.

If you want to add a DID number, enter it in
the DID Assignments field. (Refer to
Creating Buddy Lists (Attendant User) on
page 1-69 for a detailed explanation.)

3. Click the contact you want to add to your
list. The name/number is displayed in the
Add buddy field.

4. Click +Add.
_ Ifyou want to add ALL of the
‘ contacts from the Company
NOTE

directory to your Buddy List,
click Import all.

5. Repeat steps 3 and 4 until you have added
all of the contacts you want to include in
your list. The contacts you added are
displayed below the Edit bar.

6. Click Save.

A confirmation message is displayed.
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€ Back
Buddy lists @ Click to Access
Edit Buddy List
] Screen
Favorite f Current  Name \
v Personal e & o
) All 160 S B
v Contacts 140 #F
v NEC a3 £ W
o P %1 #F W
v SEME Team 16 # o

Add buddy hist

Type All or Part of
Name or Extension

Click to Add
All Contacts in
Company Directory

Number
Add buddy Import all
Q | hu » | o Add
DID A “*  'Mark Hughes
e 3523 Click to Add
Enta Individual Contact

Added Contact
Displayed Below
Edit Bar

%bui D. Dennis Tammy
3901 3920

-D. Kreinberg G. Gage
s 5008 3904

Confirmation

Click to Save Message Displays

Selection
/

« Buddy List Personal was successiully
saved.
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Adding Members to a Buddy List (Non-Attendant User)

If you are a Non-Attendant Level user, you can change the name of your personal Buddy List as well as
add members.

To change the name of your list and add
members: € Back

1. Access you Buddy List (refer to Accessing the Edit Buddy List
Buddy List on page 66).
Type a New Name if
2. If you want to change the name of your ) L wgn;tolfnange
individual Buddy List, type a new list name in List Name  from Default Name

the List Name field. e
Parsonal

3. To add a member to your list, type part or all of

the name or extension number in the Add r]ype A"Ertpa’tﬁf
buddy field. A list of names or numbers that Add buddy e mber " Import all
meet your criteria is displayed. a | kam P + Add

4. Click the contact you want to add to your list.

G.Kammeyer

The name/number is displayed in the Add 3979

buddy field. -
HiroTsukamot Contact
3910
. € Back
5. Click +Add.
Edit Buddy List
_ Ifyou want to add ALL of the
‘ contacts from the Company
NOTE directory to your Buddy List, click )
Import all. L Click to Add
c All Cont[a)pts itn
) P [ ompany Directory
6. Repeat steps 3 to 5 until you have added all of sreons
the individual members to your list.
Add buddy Import all
Q | G.'Kammeyer (3979) ® | = Add
Click to Add

Individual Contact

Added Contact(s)
Dlsplayed Below dit

Added contacts are displayed below the Edit
bar.
"S5l D. Dennis T.Loving
Nﬂﬁm 3920
G Kammeyer
3979

Click to Save

Confirmation

7. Click Save / Selection Message Displays

« Buddy List: Personal was successiully

A confirmation message is displayed. saved.
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Deleting Members from Buddy Lists (Attendant User)

If you are an Attendant Level user, you can delete members from your personal Buddy List as well as
Shared Buddy Lists.

To delete members in a list:

1.

2.

74

Access the Buddy List you want to delete (refer
to Accessing the Buddy List on page 66).

On the Buddy lists screen, click # beside the
Buddy List you want to modify.

On the Edit Buddy List screen, click Edit.

When the Edit screen is displayed, click the
button beside individual member(s) you want to
delete.

If you want to delete all of the members, click
Select all.

The number of contacts you
‘ select is listed beside the Delete
NOTE button in parentheses.

If you want to undo your selections, click the
button beside the individual member or click
Unselect all.

Click Delete.

Click Save.

A confirmation message is displayed.

‘ —— Ifyou click Done, your

members are not deleted.
NOTE

< Back
Buddy lists @ Click to Access
Edit SBgrggx List
Favorite / Current Name
L X% Personal &3 \ &
7 Al #8160 &£ T
v Contacts B4 £ @
o7 NEGC =13 # W
< PM -2 # &
7 SMB Team 6 F m

Add buddy list

Click to Select/
Unselect All

Select all / Unsslect all

G. Cates

7

O n Mark Hughes
Click to Delete

Number of Click inside
Contacts Selected Button to Select

Done

3923 Member(s)
C"SCI? to Save
election
e Confirmation
Message Displays

v

Buddy List Personal was successfully
saved.
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Deleting Members from Buddy Lists (Attendant/Non-Attendant User)

You can delete members from your personal Buddy List.

To delete members from the list:

1. Access the Buddy List you want to modify (refer
to Accessing the Buddy List on page 66).

2.  On the Edit Buddy List screen, click Edit.

3. The lower portion of the screen changes to allow
you select individual members you want to
delete. To select, click the button beside
member(s).

If you want to delete all of the members, click

Select all.
‘ ——  The number of members you select is
NOTE listed beside Delete in parentheses.

If you want to undo your selections, click the
button beside the individual member or click
Unselect all.

4. Click Delete.

5. Click Save.

A confirmation message is displayed.

O If you click Done, your members

are not deleted.
IMPORTANT
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€ Back

Edit Buddy List

List Name

Personal

Add buddy Import all

Q

Enter name or extension <+ Add

Click Edit

LT

Mark Hughes

D. Kreinberg
3908 3920
23923 &

T.Loving

G.Kammeyer
3979

Click to Select/ Number of Click inside

Unselect All

Dealete (2) Done
Select all / Unselsct all
D. Kreinberg T.Loving

Contacts Selected Button to Select

o
3908 3920
O Mark Hughes ® G.Kammeyer
3823 3979
Click to Delete
Member(s)
Cliscekletgt%anve Confirmation
~ Message Displays

Save

v

Buddy List: Personal was successfully
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_____________________________________________________________________________________________________________________________________________|
Settings Option

The Settings option allows you to modify your personal profile, change some of the display options,
enable/disable audio notifications for chats and incoming calls, visual notifications for presence status
changes for other users, select how UC Suite makes and receives calls to your business telephone,
enable/disable video call features, enable/disable status update prompt on sign-out, show/hide the
progress or dialed calls, show/hide internal contacts and enable/disable email client.

The following options are available from the Settings Options menu.
Personal profile

Home page

Telephony

Notifications

Chats

Video

Miscellaneous

(I I By B B A

Figure 30 Setting Options Menu

Settings x
Personal profile >
Home page >
Telephony >
Motifications >
Chats ’
Video >
Miscellaneous >

Cancel
Click to Reset Click to Cancel Click to
ALLDOp;tiolns to Changes Save Changes
efault
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Accessing Settings Options Screen
This screen is accessed from the drop down menu on the Main Control menu.
To access this screen: )
Click Down Arrow

1. On the Main Menu Bar, click the down arrow in the top -or-

menu bar beside the extension number. . .
= In office Cllchlllir)'(‘tggrsmn
-OR- Buddy lists
Click Setti
Click the extension number. # Seftings <« i Setings
2. When the menu is displayed, select Settings.
Sign out
Help
About
@ PhonePro
Click Right Arrow
. -or-
3. When the Settings Options screen is displayed, click Settings x

the caret beside the option you want open. Click Tab

-OR- Personal profile \ >

Click the tab. Home page 3
The selected setting options screen is displayed.
Telephony >
Notifications >
Chats ?
Video >
Miscellaneous ?
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Resetting All Settings to Default

The Reset button on the Settings menu, resets ALL options in every tab back to their default settings.

Ve i N
&!A Use this option cautiously. Any preferences you previously set are lost when you click Reset.
CAUTION

To reset all options:

Settings x
1. Access the Settings menu. Refer to Accessing Settings
Options Screen on page 1-77.
Personal profile >
Home page >
Telephony >
Notifications >
Chats >
Video >
Miscellaneous >
2. Click Reset. Cancel
Click to Reset Click to Cancel Click to
ALL Options to Changes Save Changes
Default
Reset Settings 4

3.  When the Reset Settings confirmation prompt displays,
click Yes.

Do you want to reset your current
preferences back to the original
default state?

This action will be performed
immediately and cannot be undone.

MNo

Click to
Reset to Default
Settings
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Resetting Individual Settings Screen Options to Default

The Reset button on the individual settings screens reset the options for an individual screen back to its
default settings.

/ ii ——  Use this option cautiously. Any preferences you previously set for this setting screen are lost when you
hatih click Reset.
CAUTION

To reset options for an individual tab:

1. Access the Settings menu. Refer to Accessing Setings x
Settings Options Screen on page 1-77.
2. Click the tab you want to open. In this example, the £ Settings Chats

Chats screen is opened.

Play tone far incoming chats m
Use the Enter key as a short- m
cut to send a chat.

3. Click Reset. Clickto Reset = —ancel Save
Options to
Default

Reszet Settings x
4. When the Reset Settings confirmation prompt
displays, click Yes.
Do you want to reset your current
preterences back to the original
default state?

This action will be performed
immediately and cannot be undone.

Mo

Click to
Reset to Default
Settings
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Changing Personal Profile Settings
The selections in this section allow you to change your display photo and add alternate contact numbers.

Figure 31 Settings - Personal Profile Screen

Settings

£ Settings Personal profile

Photo

Change WClear

Other Numbers
@ Edit

Number Type

= =1 -
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Accessing Personal Profile Settings
To access the Personal profile selection.

1. Open the Settings screen (refer to Accessing
Settings Options Screen on page 1-77).

Click on the Personal profile selection.
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Settings

Personal profile
Home page
Telephony
Motifications
Chats

Video

Miscellaneous

Click to Open
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Updating the Photo

By default, the & silhouette is displayed. You can personalize what displays with your contact

information by uploading your own photo.
Changing the Photo

To change the photo:

1. Access the Personal profile selection (refer to
Accessing Personal Profile Settings on page 1-81).

2. Click Change (located under the photo).

Browse and select the photo you want to upload and
click Open.

The selected photo is displayed.

Removing the Photo

To remove a photo:

1. Access the Personal profile selection (refer to
Accessing Personal Profile Settings on page 1-81).

2. Click Clear.

3. You are prompted to confirm that you want to clear the
photo. Click Yes.

The default & silhouette replaces the photo.

82

Photo

3

& Change TMWClear

\ Click to

Change Photo

Selected Photo
Displayed

B Change wClear

Photo

‘ Click to

B3 Change @Clear 4 Remove Photo

Clear Photo x

Delete the photo associated with this

user?
Mo
Click to Clear
Photo
£ Settings
Photo

Photo Replaced
& Change| WCicay by Silhouette
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Adding Other Numbers

The Other Numbers selection allows you to add/edit a list of alternate numbers that you can associate

with your personal information.

Accessing the Other Numbers Input
Screen

To access Other Numbers:

4. Access the Personal profile
selection (refer to Accessing
Personal Profile Settings on page
1-81).

5. Under the Other Numbers heading,
click Edit.

The input screen is displayed.
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Open Input Screen:

Other Numbers
Click to Open
# Edit a

Number Type

Input Numbers:

Other Numbers
Hadd |EEETCH | Cancel

Mumber Type

Business
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Adding Alternate Contact Numbers

To add a number:

1. Access the Other Numbers Input screen, refer to
Accessing the Other Numbers Input Screen on
page 1-83.

2. In the Number field, type the phone number. Number

555-083-3889 x |

3. Select the Type by clicking the down arrow. When Type Dow nc}-{grl'(ow o
the list is displayed, click the type you assign to the

Display Types
number. Business / peye

% Select Type
Business /

Mobile
Cellular

FaX

Data

Car phone
Lab
Conference room
Pager

Home office
Remote office
Branch office
Temporary

>

4. If you want to add another number, click Add. A BAdd | < Aqektofdd
new entry line is displayed.

Number Type
Enter the Number and Type.

|555-988-88891 x | Business

ksjiifes
0B

Business

SEVEE <« Click to

84

Click Save.
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Editing an Existing Number

To edit an existing number:
Edit the Number

1. Access the Other Numbers Input screen, refer to orType
Accessing the Other Numbers Input Screen on page
1-83. Number Type

2. Make the changes to the Number and/or Type.

F55-085-8389 Business n
555-808-1231 Mobile n
§55-999-0000 Remote office B
. S H
3. Click Save. ave ‘\Sf‘:gc'ért,‘t’ry

Deleting a Number

To delete a number:

Click to
Delete Number
1. Access the Other Numbers Input Screen, refer to

Accessing the Other Numbers Input Screen on
page 1-83.

Number Type
2. Click .
s 555-933-8859 Business [ |
The number is deleted.
555-898-1231 Mobile B
£55-999-0000 Remote office B
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Changing Home Page Settings

The selections in this section allow you to show/hide the Search bar on the Main Menu screen, controls
whether the email integration function is enabled within Buddy List entries and allows you to adjust how
our personal Home Page is displayed. If you are an Attendant Level user, you can turn on the option that
switches the currently displayed Buddy List to a Buddy List that is associated with a DID number when
incoming calls are received to the specified DID number.

‘ ——  The Buddy list switch on incoming calls to configured DID’s option is an Attendant Level option and does not

NOTE display on a Non-Attendant user’s Home page screen.

Figure 32 Settings - Home Page Settings Screen

Settings x
< Settings Home page
Show Filter/Search Bar in application where applicable. ot

Employee label format
Sefect a formal siyie for how employees are displayed
in the employes view.

Extension name -

Also display extension in the employee view m
Compressed employes view oft

Hide off-line users ot
Display layout Default layout «
Buddy list switch on incoming calls to configured DID's ot

Cancel Save
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Accessing Home Page Settings
To access the Home page settings:

1. Open the Settings screen (refer to Accessing

Settings Options Screen on page 1-77). Settings
Click to Open
Click on the Home page selection. Personal profile >
Home page >
Telephony >
Notifications >
Chats >
Video >
Miscellaneous >

Resetting Options to Default Settings Screen

The Reset button on the Home page menu, resets any options you changed to their default settings.
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To reset the options:

Settings x
1. Click Reset.
L . . £ Settings Home page
A message is displayed asking you to confirm. 9 pag
Reset Settings x
Show Fitter/Search Bar On
in application where
Do you want to reset your current applicable.
preferences back to the original default
state? EImEs o T Extension name =
Select & format
This action will be performed immediately Smi ﬁ?r h?w
d cannot be undone Emeovees 2T
el ' displayed in the

employes view

Alzo display extension in On
Mo the employee view

Compressed employee Off
. view
2. Click Yes.
Hide off-line users Off
Ihispiay layout Default layout -
3. Click Save.
. Cancel
Once you press Save, any settings you
changed are lost.
IMPORTANT
Click to Reset Click to
Options to Save Changes

efault
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__________________________________________________________________________________________________________________________________________________________|
Showing/Hiding Filter or Search Bar
The Filter/Search Bar setting allows you to show or hide the bar on the Main Menu.

1. Access Home page Settings (refer to

Accessing Home Page Settings on page 1-87. Click to Change
Setting
2. Locate Show Filter/Search Bar in
application where applicable option. Show Filter/Search Bar in Off
Click inside the On/Off box to show or hide application where applicable.

the Filter/Search Bar.

On - shows the Filter/Search bar

Off - does not show the Filter/Search bar

‘ " By default, this option is set to Off.
NOTE

3. Click Save.

Click to Save

m‘/Settings

Search Bar Display Example

NEC UC Suite

Q Search -
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Changing Employee Label Format

The Employee label format setting allows you to specify the label content used within the entries in your

Buddy Lists.
To select the label option:

1.  Access Home page Settings (refer to
Accessing Home Page Settings on page
1-87).

2. Locate Employee label format.

3. Click the down arrow, located on the pull
down menu, to display the options.

4. Click the desired option.

By default, this option is set to
Extension Name.

The selected option only displays
if the information is recorded in
NOTE the employee’s contact profile.

5. Click Save.

90

Click Down Arrow
to View/Select Label
Options

Employee label format

Select a formatl siyle for how employees
anz displayed in the employee view.

Extension name «

Extension name
Extension

First name first
Last name first

First only

Click to Save

Settings
/ g

Save

Label Format Example}in this example, “First only”
is the selected option; first name only displays)

N 1 Debbie 3901
& H In offics
~ =
Dave 3308
3 # Gone for the day
[

Ca

Tammy 3820
H in office
- =
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Showing/Hiding Extension Number in Employee View

The Display extension number setting allows your to display the extension number on the Employee label.

To change the setting:

1. Access Home page Settings (refer to C"c"sftt(i:,:‘;"ge
Accessing Home Page Settings on page
1-87).

2. Locate Also display extension in the Alzo dizplay extenszion in the employes view m

employee view.
3. Click inside the On/Off box.

On - shows the extension number on the
Employee label.

Off - does not show the extension
number on the Employee label.

Cligk :o Save
ettings
‘ —— By default, this option is set to Saye /
On.
NOTE
4. Click Save. Extension Number Display Example
a4 D- Dennis 3001
¥ L] In office
~ ] ® [
When On,
Extension
Number Displays
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____________________________________________________________________________________________________________________________________________________________
Enabling/Disabling Compressed Employee View

The Compressed employee view removes the names of the Presence states. This mode also shows the
contents of the Presence Notes for each user who used that field.

When you set this field to On, only two lines of text are displayed. This compressed option allows more
Buddy List entries to be displayed in the available space.

To change the setting:

. . Click to Ch
1.  Access Home page Settings (refer to Accessing ° S(;)ttinga noe

Home Page Settings on page 1-87).
2. Locate Compressed employee view. Compressed employee view off
3. Click inside the On/Off box.
On - enables the compressed view.
Off - disables the compressed view.
‘ " By default, this option is set to Off.

NOTE
Click to Save

Settings
‘k/// g

4. Click Save. Save

Compressed View Example

p % 4 e D. Dennis ~ =
- #& D Kreinberg -
——

. L 7Loving -~ =
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________________________________________________________________________________________________________________________________________________|
Hiding/Showing Off-Line Users

The Hide off-line users option controls whether your Buddy List panel includes entries that do not currently
have an active UC Client session open.
To change the setting:

1. Access Home page Settings (refer to Accessing Home
Page Settings on page 1-87). Click to Change
Setting
2. Locate Hide off-line users.

Hide off-li Off
3. Click inside the On/Off box to select your option. e eiine teers

On - users who are not online are not displayed in the
Buddy List.

Off - all selected users are shown, even if they are not
logged into UC Suite. Their Buddy List Label is gray.

___ By default, this option is set to Off. When
‘ set to Off, all selected users are shown, even

NOTE if they are not active.

Click to Save

4. Click Save. Settings
Save /

Users Not Logged into UC Suite Example

G.Kammeyer 3979
Urknown

Ll

T.Loving F920
LH in office

~ =
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Selecting Column Layout for Display

The Display layout option allows you to select the column layout. The one column option displays your
Buddy List labels in a single row. The multiple columns

To select the display layout:

1.  Access Home page Settings (refer to

Accessing Home Page Settings on page 1-87). Click Down Arrow
to View/Select Label
2. Locate the Display layout option. Options

3. Click the down arrow to display the layout

- Display layout
options.

Default layout 1 |
/

4. Click the desired option. Default layout

____ By default, this option is set to One column =
‘ Single column for Standard users ) -
NOTE and Multiple columns for Advanced/ Multiple columns 22

Premium users.

Click to Save

. Settings
5. Click Save. — e

Single Column Layout Example

ah &1 D Dennis 3901
: o In offics
- =
[ Kreinberg 3508
W % Gons for the day

G. Gage 3904

Multiple Column Layout Example

sl 4 D. Dennis 3901 O Kreinberg 3908
7 o In offics S @ Gone for the day

- = L -
G. Gage 3504 Tammy 3920
G in offics L in offics
i = » ] ~ =
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Switching Buddy List on incoming Calls to DID (Attendant Only)

The Buddy list switch on incoming calls to configured DID’s is an Attendant Level option. When set to
‘On’, incoming calls to a specific DID number, which has been assigned to a Buddy List, automatically
switches the display to the associated Buddy List.

‘ ——  Refer to Creating Buddy Lists (Attendant User) on page 1-69 for instructions for assigning a DID number to a

Buddy List.
NOTE

To select the display layout:

1. Access Home page Settings (refer to Accessing Home

Page Settings on page 1-87). CIicksteottci::;nge

2. Locate the Buddy list switch on incoming calls to

. . Buddy list switch on incoming calls to Off
configured DID’s option.

configured DID's

3. Click inside the On/Off box to select your option.

On - incoming calls to the DID number switches the
display to the associated Buddy List.

Off - incoming calls do not switch the Buddy List.

‘ " By default, this option is set to Off.
NOTE Clié:k to Save
ettings
Click Save. save il
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Changing Telephony Settings

The settings in this section allow you to hide or show the dialer, paging controls and call park valet and
controls in toolbar. You can also indicate whether to use the headset or handset for call and set system
night-mode as well as designate if you will use UC Suite to make and receive calls to your business
phone.

' —— Some of the options are Attendant Level options or require licensing and do not display on a Non-Attendant or

NOTE non-licensed user’s Telephony page screen.

Figure 33 Settings - Telephony Screen

Settings x

£ Settings Telephony

Dialer, Paging, Call Park, Headset and S8ystem Night-Mode

Show Dialer in toolbar of
Show Call Park controls in toolbar m
Show Call Park valet in toolbar oft
Show Call Park monitor contrals in oft
toolbar

Park orbits t it
ark orbits to monitor 1.4

Park orbitz can be specified singularly
or as a range and should be separated
by a comma or space.

Show Page control in toolbar m

Buddy list switch on incoming calls to oft
configured DID's

Use headsst or handset for calls Handsst

Change will take effect on your next )
Scroll to View

call. Rest of Screen

System night-mode £¥ Day mode =

Call features

)] & Use UC Suite to make and receive calls to my business phone (x3901). Note: the company

network must be accessible by this application for this feature to operate successfully.

o D Do not use UC Suite to make and receive calls to my business phone (x3901). | will use this

computer or mobile device fo make and receive calls.

() @ Do not use UC Suite to make or receive calls. b
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Accessing Telephony Settings
To access the Telephony settings:

1. Open the Settings screen (refer to Accessing Settings Settings »
Options Screen on page 1-77).

Click on the Telephony selection.

Personal profile Click to Open >
Home page >
Telephony >
Notifications >
Chats >
Video >
Miscellaneous >

Showing/Hiding Dialer in Toolbar

This option allows the Attendant to show or hide the dialer icon. If you turn the dialer ‘On’, the dialer icon
displays in the toolbar on the Main Menu screen. When you click the dialer icon, the keypad displays.

To show/hide the dialer:

1. Access Telephony settings (refer to Accessing Click to Change
Telephony Settings on page 1-97). Setting
2. Locate the Show Dialer in toolbar option. Show Dialer in toolbar o

3. Click inside the On/Off box to select your option.
On - dialer displays on the toolbar

Off - dialer does not display in the toolbar.

‘ " By default, this option is set to Off.
NOTE Click to Save
ettings
4. Click Save. save [l

Dialer Display Example

222 Dial
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Showing/Hiding Call Park Controls in Toolbar

This option allows you to show or hide the call park controls in the toolbar.

To show/hide the call park control:

1. Access Telephony settings (refer to Accessing Click to Change
Telephony Settings on page 1-97). Setting

2. Locate the Show Call Park controls in toolbar Show Call Park controls in toolbar [ on |
option.

3. Click inside the On/Off box to select your option.
On - control displays on the toolbar

Off - control does not display in the toolbar.

‘ " By default, this option is set to On.
NOTE C"gkt:? Save
ettings
4. Click Save. save (il

Call Park Controls Display Example
b Call

parking

Park ~ Unpark -
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Showing/Hiding Call Park Valet in Toolbar (Attendant/Licensed Option)

This option allows you to show or hide the call park valet button in the toolbar. This option is available to
an Attendant and/or requires licensing.

To show/hide the call park valet button:

1. Access Telephony settings (refer to Accessing Click to Change
Telephony Settings on page 1-97). Setting
2. Locate the Show Call Park valet in toolbar option. Show Call Park valet in toolbar off

3. Click inside the On/Off box to select your option.
On - valet displays on the toolbar
Off - valet does not display in the toolbar.
‘ " By default, this option is set to Off.

NOTE

Cligk to Save
4. Click Save. ettings
Save a

Call Park Valet Button Example

H Park valet

Showing/Hiding Call Park Monitor Controls in Toolbar (Attendant/Licensed Option)

This option allows you to show or hide the call park monitor controls in the toolbar. This option is
available to an Attendant and/or requires licensing.

To show/hide the call park monitor controls:

1. Access Telephony settings (refer to Accessing Click to Change
Telephony Settings on page 1-97). Setting

2. Locate the Show Call Park monitor controls in Show Call Park menitor controls in off
toolbar option. toolbar

3. Click inside the On/Off box to select your option.
On - monitor controls display on the toolbar

Off - monitor controls do not display in the toolbar.

‘ " By default, this option is set to Off.
NOTE C“(S:kt:? Save
ettings
4. Click Save. Save "

Call Park Monitor Controls Example

@ Park 1 2 3 4

monitor
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Assigning Park Orbits in Toolbar (Attendant/Licensed Option)

This option allows you to specify the park orbits that you want to monitor. This option is available to an
Attendant and/or requires licensing.

To enter the park orbits:

1.

100

Access Telephony settings (refer to Accessing
Telephony Settings on page 1-97).

Locate the Park orbits to monitor option.

Click inside blank box and enter the park orbits.

You can enter a range of consecutive numbers (e.g.,
1-4, 1-6, etc.) or you can enter random numbers.
The random or singular numbers must be separated
by a comma (e.g., 1, 6, 8, 9).

The Call Park Orbit Examples (shown to the right)
indicate how the orbits are displayed in the toolbar.
Refer to Showing/Hiding Call Park Monitor Controls
in Toolbar (Attendant/Licensed Option) on page 1-99
for instructions for showing the call park monitor
controls in the toolbar.

o

NOTE

By default, this option is blank.

Click Save.

Click to Change
Setting

Park orbits fo monitor

Park orbits can be specified
singularly or as a range and
should be separated by a
COMIMa of Space.

Click to Save

Settings
/ g

Save

Call Park Orbits Displayed in Call Park  Park Orbits
Monitor Controls Examples

a Park 1 2 3 4

monitor

@ Park 1 2 3 4 5 5]

monitor

@ Park 1 6 8 9

monitor
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Showing/Hiding Page Control in Toolbar (Attendant/Licensed Option)

This option allows you to show or hide the call park monitor controls in the toolbar. This option is
available to an Attendant and/or requires licensing.

To show/hide the call park monitor controls:

1. Access Telephony settings (refer to Accessing Click to Change
Telephony Settings on page 1-97). Setting
2. Locate the Show Page control in toolbar option. Show Page control in toolbar [ on |

3. Click inside the On/Off box to select your option.
On - page control displays in the toolbar

Off - page control does not display in the toolbar.

‘ " By default, this option is set to On.
NOTE
Cligktgp Save
: ettings
4. Click Save. P

Save

Page Control Example

! Page
-- Mo pags - -

Assigning Buddy List to Switch on Incoming DID Calls (Attendant/Licensed Option)

(Refer to Assigning Buddy List to Switch on Incoming DID Calls (Attendant/Licensed Option) on page
1-101 for detailed information.)

SV9100 UC Suite Web Client User’s Guide 101



Selecting Headset or Handset for Calls

This option allows you to select if you are using a headset or the handset on your telephone for
answering and placing calls.

To select headset/handset:

1. Access Telephony settings (refer to Accessing Click to Change

Telephony Settings on page 1-97). Setting
2. Loc_;ate the Use headset or handset for calls Use headset or handset for - r/
option. Headsst
calls Change will take effect on
3. Click inside the box to select your option. your next call.
Headset - uses your headset for calls
Handset - uses your telephone handset for calls
‘ " By default, this option is set to Headset.
NOTE Cligkt:f, Save
ettings
4. Click Save. —
‘ —— The change takes effect the next time you

receive or place a call.
NOTE
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Setting System Night Mode (Attendant/Licensed Option)

This option allows you to select if you are using a headset or the handset on your telephone for
answering and placing calls. This option is available to an Attendant and/or requires licensing.

To select System Night Mode:

1. Access Telephony settings (refer to
Accessing Telephony Settings on page
1-97).

2. Locate the System night-mode
option.

3. Click the down arrow to display the
modes.

4. On the System night-mode screen,
select the night mode you want to use
from the drop down list

__ Night modes are defined in
‘ system programming by the

NOTE System Administrator.
By default, this option is set to
Day mode.
5. Click Save
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System night-mode

Click to

Displa:
Modesy
{3} Day mode v

£3 Day mode Click to

Select
& <Night> / Mode
& <Mid-night>

& <Mid-Night2>
& <Weskend=>
& <WeskendNT>
& <Lunch>

& <«Clossd>

Click
Save

Cancsl
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Setting Call Features

This options allow you to set how calls (incoming/outgoing) are handled..

‘.r<___

NOTE

You can still use other UC Suite features (e.g., chat or email) even if you chose not to have UC Suite handle

your incoming/outgoing calls.

To select how you want your calls handled:

1.

104

Access Telephony settings (refer to Accessing
Telephony Settings on page 1-97).

Locate the Call features option.

Select the option that indicates how you want
your incoming/outgoing calls handled.

‘ __ By default, this option is set to ‘Use

UC Suite to make and receive calls

NOTE to my business phone’.

O Use UC Suite to make and receive calls to

my business phone

This option indicates UC Suite handles your
incoming and outgoing calls to your
business phone.

Note that your company network must be
available.

Do not use UC Suite to make and receive
calls to my business phone

This option indicates you UC Suite uses a
mobile device or computer to handle
incoming and outgoing calls rather than your
business phone.

Do not use UC Suite to make or receive
calls

This option indicates UC Suite is not used to
handle incoming or outgoing calls to any
device

Call features

®) @& Use UC Suite to make and receive calls fo my business
phone (x3801). Mote: the company network must be accessible

by this application for this feature to operate successfully.

D Do not use UC Suite to make and receive calls to my business
phone (x3001). | will use thizs computer or mobile device to make

and receive calls.

() @ Do not use UC Suite to make or receive calls.

Click to Select
Option
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Changing Notifications Settings

The settings in this section allow you to enable/disable audio and visual notifications for incoming chats/
calls and presence changes.

Figure 34 Settings - Notifications Screen

Settings x

£ Settings Notificationa

Audio
Play tone for incoming chats

Play tone for incoming calls

Viaual

Show me when others login, logout
or change presence state

Show notifications for miszed calls
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Accessing Notifications Settings
To access the Notification settings:

1. Open the Settings screen (refer to Accessing Settings

Options Screen on page 1-77). Settings x
2. Click on the Notifications selection. Personal profile >
Home page Click to Open >
Telephony >
Notifications >
Chats >
Video >
Miscellaneous >

Changing Audio Settings
Incoming Chats/Incoming Calls
You can set a tone to play to notify you of incoming chats or calls.

The change the setting:

1. Access Notifications settings (refer to Accessing Click to Change
Notifications Settings). Setting

2. Locate Audio section. Audio

3. Click inside the On/Off box beside the Play tone for Play tone for incoming chats [ On |

incoming chats. , ,
Play tone for incoming calls

__ This setting also appears in the Chats
' settings. If you change it here, the change
NOTE is reflected in the Chats section.

Click inside the On/Off box beside the Play tone
for incoming calls.

On - tone plays for incoming chats/calls

Off - tone does not play for incoming chats/calls

' —— By default, these options are set to On for

NOTE incoming chats and calls. Click to Save

/ Settings
4 Click Save,

106 SV9100 UC Suite Web Client User’s Guide



Changing Visual Notifications

Showing/Hiding Presence State of Other Users

You can set a visual notification to popup when other users log in, log out or make other changes to their
presences status.

To change the setting:

1.

Access Notifications settings (refer to Accessing
Notifications Settings on page 1-106).

Locate Visual section.

Click inside the On/Off box beside the Show me
when others login, logout or change presence
state.

On - visual notification displays when other users
change their presence status

Off - visual notification does not display when other
users change their presence status

‘ " By default, this option is set to On.
NOTE

Click Save.
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Click to Change

Setting
Visual \
Show me when others login, logout m

or change presence state

Click to Save

Settings
4

Notification Example

Motification

Q@ o

D. Kreinberg signed on
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_____________________________________________________________________________________________________________________________________________|
Showing/Hiding Notifications for Missed Calls

You can set a visual notification to popup when you have missed calls.
To change the setting:
1. Access Notifications settings (refer to Accessing

Notifications Settings on page 1-106).

Clickstott(;hange
. . ettin
2. Locate Visual section. ng

Click inside the On/Off box beside the Show Show notifications for missed calls m\
notifications for missed calls.

On - visual notification for missed calls display

Off - visual notification for missed calls do not
display

‘ " By default, this option is set to On.
NOTE Click to Save

/ Settings
3. Click Save.

Notification Example

v Missed Phone Calls »®
2 missed phone calls
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Changing Chats Settings

The settings in this section allow you to enable/disable audio notification for incoming chats. You can
also enable the Enter key as a shortcut key for sending chats.

Figure 35 Settings - Chats Screen

Settings x
€ Settings Chata
Play tone for incoming chats m

Use the Enter key as a short-cut m
to send a chat.
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Accessing Chats Settings
To access the Chat settings:

1. Open the Settings screen (refer to Accessing Settings

Options Screen on page 1-77). Settings x
2. Click on the Chats selection. Personal profile >
Home page >
Telephony Click to Open ?
Notifications >
Chats >
Video >
Miscellaneous >

Changing Tone Settings

This selection allows you to specify whether you want to play a tone when incoming chats are received.

To change the tone setting:

Click to Change

1. Access Chats Settings (refer to Accessing Chats Setting

Settings on page 1-110).

2. Click inside the On/Off box beside the Play tone for Play tone for incoming chats | on |
incoming chats.

This setting also appears in the Notifications
' settings. If you change it here, the change is
NOTE reflected in the Notifications section.

On - tone plays for incoming chats

Off - tone does not play for incoming chats

‘ By default, this option is set to On. Click to Save
NOTE Settings

- I
3. Click Save.
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Assigning Enter Key as a Short-Cut Key
You can set the Enter key as a short-cut key when sending chats.

To enable the Enter key as a short-cut key:

Click to Change

1. Access Chats Settings (refer to Accessing Chats Setting
Settings on page 1-110). \
Click inside the On/Off box beside Use the Enter Use the Enter key asashortcut  [[fH

key as a short-cut to send a chat. to send a chat.

On - Enter key is used as short-cut

Off - Enter key is not used as short-cut.

‘ By default, this option is set to On.

When set to Off, you must click the ‘Send’

NOTE .
button to deliver the message.

Click to Save

Settings
2. Click Save. e
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_____________________________________________________________________________________________________________________________________________|
Changing Video Settings

The settings in this section enables the video feature, allow users to see their ‘self picture’ and
automatically enables a designated Presence Profile when you are on a video call.

Figure 36 Settings - Video Screen

Setlings x
£ Settings Video
Enable video call features m

Show self-view m

Dizplay Self-View

Select a Presence Profile to be

used during a video call
Presence will nof be
changed if a selection is
not made.

- Mone - -
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_________________________________________________________________________________________________________________|
Accessing Video Settings
To access the Video settings:

1. Open the Settings screen (refer to Accessing Settings

Options Screen on page 1-77). Settings x
2. Click on the Video selection. Personal profile >
Home page >
Telephony >
Nofifications Click to Open ~ *
Chats >
Video >
Miscellaneous >

Enabling/Disabling Video Call Features
This selection allows you to specify whether you want to enable/disable video call features.

To change the video setting:

1. Access Video Settings (refer to Accessing Video C'iCI(sﬁt?r:'; nge

Settings on page 1-113).

2. Click inside the On/Off box beside the Enable video
call features.

Enable video call features m\‘

On - the Web Client automatically attempts to acquire
a video feature license

‘ —— If'the client cannot locate a license, this

feature is not enabled.
NOTE :

Off - the Web Client does not attempt to acquire a
video feature license

‘ " By default, this option is set to On.

NOTE Click to Save
Settings

3. Click Save. a
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Showing/Hiding your Self-View

This selection allows you to show your image as displayed by your video device. You can turn of this
option so your video image is not displayed.

To show/hide the your self-view:

1.

4.

114

Access Video Settings (refer to Accessing Video
Settings on page 1-113).

Click inside the On/Off box beside the Show
self-view.

On - your image is displayed using the video device

Off - your image is not displayed

®

NOTE

By default, this option is set to On.

If you want to see how your image displays on your
video device, click the Display Self-View button.

Click Save.

Click to Change
Setting

3

Show zelf-view

Display Self-View

Self-View Display Example

Show self-view

Click to Save

Settings
-
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Selecting a Presence Profile Used During Video Call

You can select a presence status profile that automatically displays while you are on a video call.

To select a profile:

1. Access Video Settings (refer to Accessing Video
Settings on page 1-113).

2. Click the down arrow beside the Select a Presence
Profile to be used during video call.

Select the profile you want to use from the displayed
options.

When a profile is selected, it displays while you are
on the video call.

When you complete the video call, your profile
reverts to the previous setting.

‘ —— Profiles are system-defined. By default, this
option is set to None.
NOTE
3. Save.
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Click to Change
Setting

Select a Prezence Profile to be _ Nong—
used during a video call
FPresence will nof be changed

if a selection is nof made.

-- Mons --
Click to Select
Profile \Out of Office
Vacation

Weekly Status Mesting

Click to Save
Settings

e3-
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. __________________________________________________________________________________________________________________|
Changing Miscellaneous Settings
The selections in this section you to specify a prompt be displayed when you sign out that requests a

presence update, show the progress of dialed calls, enable the launch of the email client and show
hidden internal contacts.

Figure 37 Settings - Home Page Screen

Bettings x
£ Settings Miscellaneous

On =ign out, prompt for presence m

update when status is ‘In Office’.

Show progress on dialed calls m

Enable launch of email client to m

zend an email to a user.
You must have an email
client configured propeny for
thiz fo work.

Show Hidden Internal Contacts Off

Accessing Miscellaneous Settings

Settings x
1. Open the Settings screen (refer to Accessing
Settings Options Screen on page 1-77).
Personal profile >
2. Click on the Miscellaneous selection. Home page >
Telephony >
Motifications >
Chats Click to Open >
Video >
Miscellaneous >
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Showing/Hiding Presence Prompt on Sign Out Setting

The Presence Prompt setting allows you to show or hide a message that appears when you sign out and
your current status is set to ‘In Office’. This message serves as a reminder to check your status and gives
you the opportunity to make necessary changes.

To change the setting:
Click to Change

1. Access Miscellaneous Settings (refer to Accessing Setting
Miscellaneous Settings on page 1-116.
Click inside the On/Off box to show or hide the On On sign out, prompt for presence m\‘
sign out, prompt for presence update when update when status is 'In Office’.

status is ‘In Office’.

On - shows the presence prompt when you sign out

Off - does not show the presence prompt when you
sign out

‘ " By default, this option is set to On.
NOTE

Click to Save

wSettings
2. Click Save.

Set Presence at Sign Out Example

Set Presence at Sign out
Please sslect the presence that you want others to see after sign out from this
application.

® Do not update my presence, continue to show me as 'In office’.

Update my presence to show: | Vacation r

[ Remember this selection and do not show me this again. Cancel m
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Showing/Hiding Progress on Dialed Calls

This option displays a screen when you a dial a call. The screen indicates your call is dialing the
number.

To show or hide the progress:

1. Access Miscellaneous Settings (refer to Accessing c'icksftt?r',‘ga"ge
Miscellaneous Settings on page 1-116.

2. Locate Show progress on dialed calls. STW progress on dialed [ on | \‘
Calls
3. Click inside the On/Off box.
On - shows progress when calls are dialed

Off - does not show progress when calls are dialed

‘ By default, this option is set to ‘On’.
NOTE

4. Click Save. Click to Save

wSettings

Dialing Progress Example

Dialing

D. Dennis

3901

(] Do not show me this again
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Enabling/Disabling Email Client Setting

The Enable launch of email client setting controls whether the email integration function is enabled within
the Buddy List entries. When enabled, you can click on the mail icon @& to open your email client.

To enable/disable the email client setting:

1. Access Miscellaneous Settings (refer to Accessing
Miscellaneous Settings on page 1-116.

2. Locate Email launch of email client to send an
email to a user.

3. Click inside the On/Off box.

‘ ——  The email client must be correctly
NOTE configured for this option to be available.

On - enable the email to launch

Off - disable the email to launch.

‘ "~ By default, this option is set to On.
NOTE

4. Click Save.
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Click to Change
Setting

Enable launch of email m\‘
client to =end an email to
a user.

You must have an

email client

configured propery

for this to work.

Click to Save

wsmtings

Email Example

TO. japple@xyzcompany.com

] » (&

119



Showing/Hiding Hidden Internal Contacts (Attendant Only)

This option allows the Attendant to show or hide hidden contacts that have been hidden in the directory.
When set to ‘On’, hidden contacts are displayed in the directory. When set to ‘Off’, hidden contacts are not
displayed.

‘ —— The contacts are hidden on the ‘Edit Employee Contact’ screen using the ‘Show in the Directory’ option. If

NOTE set to Off, the contact is hidden in the Company directory.

To show or hide the contacts:

B . . Click to Change
1. Access Miscellaneous Settings (refer to Accessing Setting

Miscellaneous Settings on page 1-116. \‘
Off

Show Hidden Internal

2. Locate Show Hidden Internal Contacts. c
ontacts

3. Click inside the On/Off box.

On - internal contacts are shown in the Company

directory
Off - internal contacts are not shown in the Company
directory
‘ " By default, this option is set to Off.
NOTE Click to Save
wSettings
4. Click Save.
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________________________________________________________________________________________________________________________________________________|
Sign Out

This option exits the Web Client session and returns the login screen.

To exit the session:

1. On the Main Menu bar, click extension number Click to Open
or down arrow beside the extension number to
open the Call Feature menu.
L In office
Buddy list
£+ Settings I
lick to Si
2. When the menu is displayed, select Sign out. Sign out - Click to Sign Out
Halp
About
The display returns to the Login screen. N Ec ;
NEC UC Suite

Please sign in
- USEr name
& | Password

Remember me
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Help

This option provides access to help information.

To access Help:
Click to Open
1. Click the down arrow or the extension
number in the Main Menu bar.
L In office
Buddy list

## Settings

e

Sign out

Click to Access Help
2. When the menu is displayed, click Help. Help -«
About

o NEC UC Suits - Haelp x
3.  When the Help screen is displayed, use

the right and bottom scroll bars to view
the information.

NEC UC Suite .

Scroll to View

WE]CGITIE‘ Help Information

Welcome to the UC Suite for the SWVE100
telephone system. The UC Suite provides
extensive telephone functionality within cne
versatile application. Through this application,
a user has access to many of the standard
and enhanced features of the SV3100
telephone system, whether sitting at their
office desk, working in a conference room, or
traveling out of the office.

The UC Suite allows the user to contral many

of the functions on their Y3100 deskset
telephone through simple PC controls. In

many instances the user can complete phone
conversations, transfer calls, and hold multi-

party conferences, without ever having to

touch the phone. In addition, the UC Suite
provides monitoring capabilities, so that users

can see if other employees are in the office, v
nn Aannther rall ar ninawvailahle Havinn this u

4. When you want to return to the Main /4

; Scroll to View f
Menu screen, click Close. Help Information m/ Click to Close
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|
About

This option displays the installed version of UC Suite.

1. Click the down arrow or the extension
number in the Main Menu bar.

Click to Open

L In office

Buddy list
## Settings I

Sign out

Help Click to Acicess

ou
2. When the menu is displayed, select About <«——

About.

3. The version screen is displayed. To return About NEC UC Suite

to the Main Menu screen, click Ok.
N E‘ Empowered by Innovation

NEC UC Suite

XX XX

Copyright © NEC Corporation 2015-2016. All rights reserved.

Click to Return to
m/ Main Menu
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ICONS USED IN WEB CLIENT

UC Suite Web client uses a number icons. This section lists the icons and how they are used.

Icon

.

Icon Name

Active Call/Off-Hook

Incoming Call

Description

A non-flashing icon indicates the phone is
engaged on an active call.

A flashing icon indicates an incoming call.

Idle/On-Hook

Indicates the phone is on-hook and not in use.

Unregistered Phone

Indicates a device is not registered for the
associated number.

Call Forward

Indicates the phone is set to call forward.

Do Not Disturb

Indicates the phone is set to Do Not Disturb.

Chat

Indicates the contact is registered to chat.

KO O|¢|)

Email

Indicates the contact is registered to access
email.

Incoming/Call

This icon (green down arrow) is used in the Call
History report and Active Call area to indicate an
incoming call that was answered.

This icon (red down arrow) is used in the Call
History report and Active Call area to indicate an
incoming call that was unanswered.

Outgoing Call

This icon is used in the Call History report to
indicate an outgoing call was placed.

Edit

Indicates you can edit the associated item.

Video Call

This icon is used in the Active Call area to
indicate you can make and receive video calls.

This icon is used in the Call History report to
indicate a video call was placed. If the video icon
is red, it indicates the video call was not
answered.
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