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Desktop Suite Outline

Status Bar $ Oliver Sims

In the Office
Menu Bar

Tool Bar .. JOVR LIS

Do Proreimage Answer Hold Traesfer Hargep Coof. OuckMsg

Active Calls

Screen

Une 117 Active

Button Inquiry

(214) 262-3932/TEXAS

117/Okver Sims Ringng  01.03
103/Shawn Muphy

on

Allows you to change you current status depending on if you are in the

Status Bar
office, out of the office, in @ meeting etc..
Gives you access to your main page, configuration to make changes to
Menu Bar i
the appearance and adding more menu tabs
Tool Displays a list of icons that change depending on what you are doing.
Gives you access to dialing out, transferring a call, paging etc..
Displays caller information such as Name, Phone Mumber, etc. Also
Active Call Screen piay . ) _
allows you to call handle directly from the information panel
You can create different tabs for your presence icons. For example,
Presence Pages

sales department, Accounting, Service etc..

Presence lcons

Gives you quick access to calling contacts, seeing the current status of
an employee, etc..

Phone Status and User Availability

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

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

> A Blue Lamp Field means their phone is forwarded

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

Red writing means they are Out of the office

writing means they are In the office but unavailable

—

_ Presence
Pages

14 Presence
Icons

e, |~
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Starting UC Desktop Suite
«  From your desktop, click gy UC DESKTOP SUITE Icon

[ERUE
Lkt
Making a Call
= From your tool bar, click DIAL Iﬂ EE

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

»  CLICK START or press ENTER on your keyboard
9
To DISCONNECT: Click Hangup &

Hangup

Start | Cancel

File View Tools Window Links Help

Hle JO2 L3889

Anzwer Hold Transfer Hangup Conf. QuickMsg Record

N'm

Call Handling

To answer an incoming call, you can:
a) LIFT HANDSET
b) From your Active Calls Screen, DOUBLE CLICK on the incoming call Panel

c) From your tool bar, click ANSWER j

rrrrr

Active Call

Line 105 Active
.1 01/Alan Alan Al

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

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

3) With active call...
Click «% key, dial EXTENSION humber or 9 + EXTERNAL phone number —-=
Announce call (optional)
CLICK COMPLETE (or hang up) for call to transfer through OR click DISCONNECT to cancel

NOTE: Press VOICE MAIL to send caller straight to voicemail

Exclusive Hold

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

Intercom Calls

Click employees PRESENCE button OR If their cell phone # is stored in :
the directory, RIGHT CLICK the Presence button, Click DIAL ALTERNATE —= =

Dial Alternate Mobile[2143852262]
and choose the number you’d like to call :m Phons Meszage

Or Click Voice Mail to go directly to their voicemail

North American Telecommunications Group Service: 604 -856- 9155
in the end...it all comes down to service Email: Service @ natg ca
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Instant Messaging 07~z
Dial
-  From your PRESENCE PAGE, Right click the person you would like to s Voice Mail

instant message (this will only be available if they are logged on to [l:”klin Ml

Quick Message
Desktop Suite (their name and status will appear Yellow) m Phone Message

‘ Instant Message |

Click Instant Message — : s
A screen will Pop up, Enter the message you’d like to send then click Enter or Send | i

| Call on line 1for you. Can you
take th cal or should | send
o o vorcomai?

Redial/Caller ID File View Tools Window Links Help
Click you CALL LoG TAB (or click Window, then click Call Log) | N, m'é:sg v gz)
CHOOSE the LoG you would like to scroll through KB “‘LW_
- DOUBLE CLICK the number you would like to call ® O 9O
Type Date
B ——

Creating a Shortcut to Access your Call Log
»  Click WiNDOW
. ClICk 4 Calllog
Click % PIN TO BLF button
Note: This allows you to have quick access to you Call Log

CallLog  View

Changing Your Presence Status
= From the status bar, CLICK on your CURRENT STATUS
« CHOOSE the STATUS you would like active, for example:
CHOOSE the PHONE SETTING you would you like active:

“Out to Lunch”

- Do Not Forward — rings desk, no voicemail.

Presence State: §q Out to Lunch v
- Forward — To Cell Phone or Another_
Extension Note: you must put a 9 infront of gJottings | Forward ¥| [F6MEEISS v
Do Mot Forward
the phone number) Voicemail Greeting
. . Do Not Disturb
- Do Not Disturb — sends calls directly to VM Forward Both Ringing .
Expected Retum Dont Change Forward [ERg 02:00 PM o

- Forward Both Ring — rings both desk phone

and cell phone(or extension number)
- Don’t Change Forward — does not change current forwarding
Enter an expected time of return (optional)

= Click Ok
. e o . [ e l g@
Note: When entering additional information like expected time of returned, other e
. . . . . . ut t n
employees will be able to see this information simply by hovering over your = Return: 11/1/2012 3:00 PM

FWD to: Voice Mail (200)

presence button.

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

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

CHOOSE the PRESENCE you would like active

Fill in additional information (optional)

Click OK

North American Telecommunications Group Service: 604 -856- 9155
in the end...it all comes down to service Email: se rvice @ n atg ca
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Creating Different Presence Pages
From the Menu bar, Click TooLs

. C||Ck @ Preferences
Click BLF/DSS ——Gememp> BLF/DS5 | Recording | Personal Greeting ﬁmmm

.
CI . k ’ = I Bdension Frst Neme  Last Name Bxtension FretName  Last Name
L] IC W 103 Faisti LePore 101 Reception L
[ A ] 105 3
” -

- ENTER the NAME for the Group. Example “Accounting /_H 10
- Under Entensions, Click on the Employee you would like to Add — . -

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

B Groups
Visible Tabs

[V] Al ~ Move Up
pages you’d like to use(and move them up or down in priority): %C_"mg —
Note: Your Presence Pages appear at the top of the presence buttons L] Trunks v =

Adding /Changing & Using the Directory
To ADD A CONTACT:
»  Click your Dlrectory tab (or click window, then click Directory)
CIICk PerSOnaI wectory Contaefs Per‘s?nal i PN (?:tENma‘me NATG NNI:::: = Type
+  Click New, then click New Entry > % L fene e o
Telephone 6048569155
« Enter desired information & any new aIternate numbers __
Click Ok when finished E Mail service Enatg.ca {Hew ] Moy Delete

To MAKE CHANGES to a Contact:

+ Click your Directory tab
Click Personal suwer | (or Disctory if you have admin rights)
Choose the Name you'd like to change

- Click Properties |, *
Make applicable changes

- Click Ok when finished

To MAKEA CALL using the directory:

+ Click your Directory tab © .
Choose the directory you'd like to access * Prectoy Contacts Personal

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

Creating a Shortcut to Access your Directories

Click Window : =
File  Edit View Help
« Click [« Directory by, k2 by & 2 4 & v %
. E!-, Mew  Properties Delete  Print Action Birectory—COMtact:  Personal”
« Click ® PIN TOBLF button
Note: This allows you to have quick access to the Directory LAl Asnuiag—Spe=ttrap> Diectory |Cal Log

File Edit View Help

by, k2  kp & &=

MNew Properties Delete Print  Action

North American Telecommunications Group Service: 604 -856- 9155
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Adding & Using Speed Dial Buttons

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

Number

Click [® Prferences BfGrouns = —
Click BLF/DSS ——&emes# BLF/DSS | Recording Al ~
Check off the Speed Dial tab ——> Y1
Directory v
To ADD A SPEED DIAL BUTTON: /
Click your Directory tab (or click Window, then Directory)
Right click the person you would like to add Iy k| o

» Click Add Speed Dial
OR From Outlook:
Search the contact yuou would like to add

Right click on their name
Click MECUC Deskiop

Clikc NEC Add to Speed Dial

To ACCESS A SPEED DIAL BUTTON:

Add Note
Properties
Delete

At

Add Speed Dial

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

Using UC Suite in Outlook

Calling out from Outlook
From your outlook Contacts, search the contact you’d like to call
Right click contact’s name
Click call
Choose number you’d like to call

Transferring a call from Outlook
With an activate call, search the contact you’d like to transfer to
Right click contact’s name
Click MEC UC Desktop
Click MEC Transfer

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

Conference calling from OQutlook
From your outlook, search the contact you’d like to conference with

Right click on the person’s Name, then click "E- UC Desktop
Click MEC Conference

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

North American Telecommunications Group
in the end...it all comes down to service

Service: 604 -856- 9155
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Creating an Calendar Event o 2o (0 B Srewmn - O @ By d o
‘:.:.":‘ & Porwara - PRIt Scheduing || & Remmder: 13 minutes e G- § towimportance I
» Create a new calendar event i

Location:  Acme Widgets

« Click Set Presence

Start time:  Fni 671072011 [=] 900 am [=] 1 s day event
Endtme  Fr610/2011 [=] 905 am 5

» Choose the Prsence you would like activated

Delver proposal.

- Choose Phone Settings (forward to Vm or Cell)

= \
GeneNJ
Subject |Sales Cat
Location [Acme Widgets ~]

Presence State e
% In the Office -
Phone Settings |4 On Vacation =l [ |
Hir- Business Travel

Remarks J'aln - rie L
4 Out to Lunch
|| 4. Sick

A
Schedule B Gone for the Day
7, Out of the Cfice [id
Start Time L —10, 2011 ~] [os00AM -

End Time | Foday June 10,2011 ~>] [ososam =

™ At End Time apply the following settings
Presence State >

Phone Settings |0° Not Forward ﬂ I _]

. Choose what presence you’d like activated at the end of the meeting time
«  Click Ok when Finished

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

Out of the Office
QLD Sales Call
Acme Widgets
Return: 6/10/2011 9:05 AM
FWD to: Voice Mail (200)
Deliver proposal.

More Information & Cheat Sheets Took Window_LniZ> i
» For more instructions, click the Help tab : '

= Then click Content & Index

Help
» Choose the I}nk you’d like inm‘f foidi e

] About

S — Y si

Hide | Eack P Options

Conterts lndexaz NEC UC Suite "

Welcome
Handling Calls

’ Working with @ Company Directory Welcome
@ Monitoring the BLF-DSS Keys
@ Viewing the Call History Welcome to the UC Suite for the SV9100 telephone system.
@ Managing Voicemai Messages The UC Suite provides several telephony utilities within one
@ Using Collboration Functions versatile application. The application can be configured for use
@ Using UC Services as an IP SoftPhone or to contral a physical NEC deskset.
@ Using Addtional Desitop Features Contact center agents, enterprise workers, and
@ Customizing the Desktop Application operatorfreceptionists can all customize the UC Suite to

efficiently perform the telephone functions required for their
job. Through this application, a user has access to many of
the standard and enhanced features of the SV9100 telephone
system, whether sitting at their office desk, working in a
conference room, or traveling out of the office.
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